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preface 



This publication in the field of cooperative work 
experience represents a significant contribution to the " 
literature and deserves close reading as well as -.wide 

■■;use . ; _ 

The current emphasis on cooperative work experiences 
makes this a timely publication. This guide will be 
particularly applicable to the secondary and post-secondary 
levels/ where there has been a considerable expansion in 
programs . " * 

Dr. Herschbach and his associates have compiled in 
this publication^ an extensive listing of resource 
materials along with an appropriate and useful annotation i 
of each, . This resource guide has one major section* devoted 
to those items useful to the teacher and another section 
that would;--be of considerable value to the student, A 
third section deals with additional sources as well as 
addresses that may be. useful in ordering such items. 

It is also : important to note ; that this publication 
is the result of /"excellent cooperation between the • 
Vocational Division of the Maryland State Department 
of Education^ public school teachers , and selected 
faculty 'and staff of the Industrial Education Department 
ait the University of Maryland. This publication, re- 
sulting from cooperative effort, is in itself an 
outstanding example of what can be accomplished when 
there is an effective use made of the available 
institutional resources of the state. Of course, the 
reaX" test "of such a, publication is the use to which it 
is put, and the value it has to the user. I am pleased 
to cormnend it to the teachers and coordinators as well 
as the students in cooperative work experience programs! - 



Donald Maley 
July 14, 1975 
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Cooperative V/ork: Experience! is a program area tha.t has- 
uridiorgone rapid growth in. the State ' of: Maryland. The I968 
Vo!c;ational Educational Amendments; provided, - in part, stimulus 
to; jthis growth. Funds were earmarked for the expansion of 
coolperatiyc programs. Perhaps equally: important, school 
adininistrators, teachers, parents and community leaders have 
stirongly . supported Cooperative Work Experienbe as a viable 
approach to training youth: the training is 'Vreal"j that is, 
it -takes place outside of the school in a training station 
located in the ; community ; a wide variety of occupational 
fields are available for the student to choose from; and 
there is enough flexibility in program design to deal with 
in'dividual student differences. These, ^ and (Dther positive 
aspects of ' cooperative programs, have led many to believe that 
Cpbperative Work Experience has great potential for providing 
youth with educational experiences which', are -relevant to their 
needs as. they mature in today's society.! 

! ' However, as Cooperative Work Experience has expanded to 
include programs for new and emerging' occ.upational fields 'and 
different student groups, the teacher-coordinator's job has 
bj^en complicated by a heed for iris true tionai and program 
materials. The coordinator must not only! provide instruction: 
tol students who^ are employed in'i a wide number of occupations, 
"bult: must effectively relate to the varietur of interests, 
ablilities arid occupational goals which are^irepreseritedi w 
hiis training section, in other words, , thei icontent mater;i/il . 
for any one particular cooperative program; !is drawn ■ fromVt 
variegated occupational world,-' and, in add;ition, i is^ dej^en 
upon the unique student mix pf that program.^ Then tooy as nev/ 
types of programs' are de;signed, resources a're needed to help 
facilitate their development. - ! .. 

l| This Annotated Resource Guide is designed to a.id the 
teacher coordinatoro Current- and readily available resource 
ma^^e rials relating to program operation and j instruction have 
be/en selected and annotatedo; The identification /and selection 
of materials for inclusion in the guide was | conducted upon the 
basis of .relevance and applicability .to pr(>gram operation. 
Every effort, moreover, has. fbeen made to abstract the. selected 
sources in sufficient detail to aissist the j ipeader who may /be 
Itookine: for ideas, information orVinstruc tional aids. : 

. . . . : : ^ ^ : : , ■ ■ vjv! 

// ■ The: Guide ! is organized i into three par'j;s. Part one : 
'fhcludes resources dealing with: program operation. jThe ; • 
■resources in- part one are intended to servef as an:^ aid to the 
!iseacher-coordinator ;in the areas of program administration, ; 



■ cilasoroorrV mana^=:;e^^^■ep.t'■and." iris true tioh/;' and counseling 'and; care 
awareness. There is also a section on selected research: ^ 
relatin;r to Cooperative V/ork Experience.' .Part two includes 
instructional resQurcer^^ for use by the coordinator with : i 
students. The -.material deals v/ith career exploration/ job 
entry and ad justment, personal adjustment and skill training.' ^ 
Part three includes source information. The addresses' 'of 
publishers are included in part three, along with additional 
oource information. 
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MSOURGES : FOR TEACHERS 



The job of a teacher-coordinator is complex and 
demanding, requiring skills in teaching, administration, 
counseling, guidance, pUblic relations as well as curriculum 
development, among other functions. The resource materials 
included in Part One should aid the coordinator in carrying 
out the complex and 'varied tasks required in developing and 
maintaining quality cooperartive programs* While many of the 
sources are general and broad 7 ranging, an attempt has been 
made to categorize them into the following sub-divisions in 
order to facilitate their use: Program Administration, 
Classroom Management and Instruction, Counseling and Career : 
Awareness and Research. Furthermore, an attempt has been 
made to include sources which are current, comprehensive and, 
relevant. The aim is to provide the teacher-coordinator with 
sources of materials which he. can easily^, obtain, examine, 
select, modify, adapt or draw from to meet his individual and 
program needs. 



pro g ram administration 



The resources included in this section relate to the 
many administrative duties' the Cooperative teacher-coordinator 
must undertake. A great deal oT the information has been 
developed by state organizations, and has been found highly 
relevant and practical. . There has been an attempt, moreover, 
t^o^ include a variety of resource material covering as many 
aspects of program administration as possible. 



Advisory Committees^ Organization and Use in Vocational and 
Technical Education J; V 

1970:. ■:. .'^ ; . ■■j::' . ' ^ X' 

Illinois State Department of Educationi 
Division of Vocational an^ Technical Education : 



For leacher-c^ordinators interested in establishing and 
utilizing Advisory committees, this brief booklet is 
recommended reading. Although the guide is only ten pages in 
length, it thoroughly explains what an advisory committee is; 
types of committees; qualifications of members; /the size and 
orRaniza-tion of committees; the roles . and functions of the 
cornmittee members; suggested practices; steps in organizing 
and implementing a committee; and making an agenda for a 
committee meeting. * * 
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: Agri- Business Education ; 
1972 

Indiana University 

This handbook is well organized and oriented toward 
cooperative vocational training as opposed to administration. . 
It emphasizes the v/orking relationship between business and 
the teacher-coordinator; occupational planning; and curriculum; 
-preparation* -V/ork placement,,, learning activities, and teacher', 
coordinator visitation schedules are also discussed. 

The handboqk has^ nineteen detailed sample training plans 
for agricultural-business type occupations. They range from 
Farm Foreman to Animal Caretaker' and include sales, mechanical, 
and "conservation- type occupations. They detail the training " 
situations, hours, .objectives, and lesson materials to be 
covered. / : 



An Articulated Guide for Cooperative Career Education 
by Edward E. Harris and Peter Johnson, Bulletin No. 3^571 ' 

Springfield, Illinois? Board of Vocational Education 
and Rehabilitation 

This handbook is a detailed guide to cooperative career 
education. It is well arranged for easy, quick reference and 
assuch serves as a handy general reference on cooperative 
work experience programs. 

The book covers the various aspects of cooperative 
education including types- of progra.iiis, qualifications of the 
coordinator, the needs of business and industry, the student's 
role, the need 'for a good PR program, . instructional plans and 
labor laws. The final chapter summarizes the essential • 
elements of coop and -serves as a summary of the entire hand- 
bo ok o 



Basic Coordinator's Guide for Diversified Occupations Program 
by Marie Blasingame Snyder and John W. Halmes - 

/ ■■■ :;-ED 0890I8 [ ' ' ■ ; f ^ ■ : .{ 

ERIC Clearinghouse, Bethesda r 

Such topics as program criteria, determination of student 
needs, program planning, program implementation* a.riS prbgram^ 
objectives are disc^ussed in this coordinator* 3 guide* Basic 
program ■ guidelines "and instructional objectives are covered 
in greater detail, giving suggestions for program 'planning, 
finding and using local resources, developing advisory 
committees, program evaluation," coordinator qualifications,,. • 
coprdihation, proposal writing, and resume preparation". 
Examples of report and other forms are included. 



i:i 3 usiness and Off ice Educationt .Training Plans f or Hig;h , . 
^■r. School Cooperative Off ice Educ a-bion P rogram s ■i^•■: 
:■ ' Indiana University 

. This manual contains model training plahs designed for' 

■ business and office occupations. These examples can bemused. 
. by. cooperative teacher-coordinators in- developing training 

plans for: their "individual programs. o 

Cooperative Business and Office Education ./ , " , 

; 1973 ^ ■ , ;;. . ■ ; ; \ 

V/ashington , " • . 

In the form of a "how-to" manual, this- text Xs designed 
to provide an understanding of , cooperative occupational 
education. Other topics include administrative considerations,- 
related instruction, and relevant "parts of the V/ashingtpn;- 
State plan for vocational education./ Also included, are an - 
appendices, a bibliography, and illustrations. 

Cooperative Education for Community College 

1972 ^ . ' I ; 

"■^^ V/ashington ■ 

Thi^guide^^;is designed to aid administrators and teacher- 

■ coordinators intelre'sted in implementing, evaluating, or / . 
developing cooperative programs in; community colleges of the . 

'.state. Topics included are: whai^^is CVE?, implementing cobpera 
tive vocational education programs7^'^s4;.ejps in- planning, 
responsibilities of the employer, legal^esponsibilities, 

■ initiation and maintenance of good public rerations, : and 

evaluation of a cooperative vocational ''education p^rogram. It 

... g;22b j.^^ appendices. ' " ^ 



Cooperative-Education Handbook for Teacher-Coordinators 

by Gordon F. Law 

. ■' ■ "" '■■ ■ < ■■ ■■ ■ ■■■ , ' ■ ' ' ■ ■ • '.. ' ■ 

American Technical'^^'Sdciety^ ' / 

Gordon Law has designed a brief/ but ,comprehensive hand- 
book useful "to 'the teacher-coordinato/r in initiating and 
conducting" a cooperative program- ; He', sets forth many practical 
methods of providing a variety of trs(ining oppo,rtunities for 
students in many types of work. i / ' ^ 



C ooperative Occupational Education and V/ork Experience in the 
. Curriculum . • ' , 

by Ralph, £• Mason and Peter p. Haines, 1972 ' ■ : 

' , 

' ■ The Interstate Printer and Publishers, Inc. \f ; 

The; topics discussed: in this text are -presented in a 
logical sequence of educational planningt the strategy, the 
structure, and the instructional system* The discussion of ' 
strategy begins with an overviev/ of the emerging needs iii: the. 
world of work* ; This is followed by a presentation of curric-- 
uLum patterns involving the wor,K environment and a section on 
the planning, organizing, and operating of cooperative; : , 
occupational education programs. ,~ It has been widely ;Used: for 
pre-service collegiate courses; in--service workshops-'and ' 
conferencesj as a reference handbook by curriculum directors, 
local administrators and consultants; for' vocational education; 
.and by graduate students. . i , : , 



Cooperative Office Education 

Rutgers, Kilmer Campus • , 

C o'operative Of f ice : Education ^ is a volume^ of ideas and i 
useful hints\. The first portion of this book reviews the 
functions of thel Office Occupiations Co-op teacher. ' The review 
is quite specif ic, not just fa collection :of generalizations. : 
The latter half of the book consists iof two large appendices. 
:The first appendix consists of |sp>ecimenrforms> letters, and 
materials.; The second appendix; consists :of pictures : that may 
be; used- with^ students- as :a visual guide to job opportunities. 

Cooperative Office Education--Related Class Manual . ' 

Rutgers, Kilmer Campus 

This manual is designed to' guide the ;teacher lor coordina- 
tor through related classroom aspects; of .cooperative education. 
It consists of units, each cpntaining the, following six 
sections; objectives, materials and supplies, i content, 'teach- 
ing suggestions > evaluation, i and reference •materials. 

The table of contents 'consists' o^ pre-employment, oral 
communications, meeting the public , personality development 
and ^ human . relations, business organization and management, 
filing andi^record control, adding-listing machines, calculators 
machine transcription, duplicating, introduction to data 
processing, typing Iproblems, written communication, mail' - 
records, .business math, and reference materials. 



Cooperative Part-Time Training in Vocational A^ rdrvulture 
Tdachers Handbook, , I970 ~^ 

Texas ^A&M: University"' ■ 
: . : A Teaching Materials Center : i : • 

:As a highly useful handbook for establishing and operat- 
ing cooperative programs in vocational agriculture, this text 
puts emphasis upon providing the teacher-coordinator with 
practical suggestions and guidelines. 

:Coor )erative Vocational Education--A Basic Cours^ of Study 
i9'a ; " .. > : : ■ , . . ■ . ■ , ""^^""^^ — 

Oklahoma, State Department of Vocational and Technical 
; Education ; 

Curriculum and Instructional Materials Center 

J : v A ;Msic ourse ■^'5tud^,«^,^?f b^r opperatiye yocatiohal' ■ ' 
■educatiorr^is presented: in ; tnis cblor-c:oded publication. i- 
:Topics covered are: Orientation; Employment and Personal 
Development; ^Employee Relations; Communications; Pinaricial ■ 
Management; and Insurance . The self-contained units include / 
performance objectives, suggested activities for teacher and 
students^ information sheets, transparency masters, assign- 
ment sheets, tests and answers to tests. 



Cooperative Vocational Education Coord iriatorVs_ Handj)0^k. 
' Volume I 

by Thomas R. Allen, Jr., 1972, ED 06350^ 

ERIC Clearinghouse, Bethesda 

Discussed in tjiis program guide are the following topics: 
1) the : philos'ophy and objectives of cooperative vocational 
education, 2) the role of the teacher-coordinator, 3) teaching 
requirements, ^) the functions of guidance, 5) coordination 

■actiyities* and 6) public relations techniques* Samples o'f 
materials dealing with student's application and placement; ; 

.interest questionnaire; weekly production repoi^t; and ' 
insftructor's community survey, training plan, and coordination 
reciord are included. 



■ Cooperative Vocational Education Coordinator's j jandbo ok » 
.. ^VoluTne , II:, . Operation and Administration : , : : : 
by Thomas R. Allen,: Jr. , 1972, ED 063503 1 

ERIC- Clearinghouse, Bethesda ; | 

,;. The major sections of this guide are: 1) Planning i 

Activities for Cooperative Vocational Education Programs^ 
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2) Advisory Committee,; 3) Yoiith Organizations, ^^f-) Existing . 
: Vocational Yc3uth:.;0rganizat^ Education, ; 6) Federal . 

: and 'StatQ Laws, and ?); Providing for Research in Cooperative: ' ; 

ybcationa:l Education^ ■ 



C ooperative Vocational Education Evaluation Criteria ; 

1972 •■■ ' • ■ ■ ■ 

: Pennsylvania Department of Education 

' ^ This manual is designed to be used in ; evaluating coopera- 
tive vocational education programs. ; \ 

Cooperative Vocational Education General Related Theory Class 
Outline . ' 

1972 ■ ■ *, ■ ■ ■ : 

Pennsylvania Department of Education 

Intended for use in cooperative vocational education 
general related theory class, this teacher's guide consists of 
eight units, each including objectives, class activities, 
suggested references. and films. ,Some of the units are i 
employer and employee relationship, human relationship, -/ ^ 
consumer education, and career, and job exploration. This guide 
is appropriate for any cooperative class. 

Cooperative Vocational Education' Handbook ! 
by John H. Madson, 1973 ; 

Nevada state^^'''"";'-";:"':''':-":';":"-'^' . 
Department of Education 

* This 1973 • handbook has been developed to assist the 
teatiher-coordinator in performing his/her duties in a^more 
efficient manner. It is meant to be a helpful guideline in 
organizing, conducting, and administering cpoperative education 

Coope rative Vocational Education Handbo o k for Kentucky 
' Kentucky State Department of Education 

Th^ Kentucky Guide is an ex jllent source of information, 

4)ra^.;'iding;^.compre.hensive::.treat 

ifi^ nnd rnaintaining a quality cooperative ^program.^^ It offers - 
many practical and concrete examples and illustrations.: 



. Cooperative Vocational Education in Small Schools: A Su^iSiested 
J Guide for Program Planning 
; 1972,;; ED 0630 69 ~^ 

' ERIC Clearinghouse, Bethesda 

Rural schools encounter unique problems in setting-up and 
operating cooperative programs. ; This guide can: be of great 
use to the program planner. 



Cooperative Vocational Education Programs: Staff Development . 
Information Series No. 70 

by; Roy L. Butler, 1973vED 085565 -V'/ t'' ' 'l- ^ 
ERIC_Clearinghouse, Ohio ;V 

Factors relating to recruitment and development of staff 
are examined in this publication. It offers suggestions 
concerning staff development to school administrators and 
vocational education directors involved in planning and 
operating cooperative vocational education, programs. 

Cooperative Vocational Education Training Agreements 
193 , : ; ■ r^./: : •• 

U• S. Department of Health, Education and V/elf are. 
Office of Education : . - 

Twelve sample training agreement ^forms developed and . 
used by various states" are contained in this booklet. / These 
, samples' are a useful guide, and this free booklet can be of 
help to^'a coordinator faced with the- task of developing a 
training ;agreement for his local situation, 

Coordination in Cooperative Vocational Education 
by V/arren G. Meyer, I«ucy Crawford and Mary K. Klauvens 

Charles E'. Merrill 

The role of the .teacher-coordinator , is very complex and 
demanding. This publication is a broad-ranging treatment of 
coordination, and should aid the coordinator in successfully 
carrying out his many duties. Since the text was written by ' 
individuals familiar with the problems of coordination, it . 
^^^^?:jgj5S§ijQs^ ,1^ 

in'cluder The Tasks of a Teacher Coordinator, Teaching V/ork 
.:.Ad j.ustm^^^^^^ Competencies, Recruiting and Guiding Student- 
Trainees,'" j?blT6win^^ Trainees, Articulating Instruction, ■ 
and many others. 
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Coordinator's Manuals-Vocational Office Training 
Coordinator's Manualj, I970 

[ Georgia State Department of Education 

The basic information needed to aid the teacher- 
coordinator in preparing students for office competency is 
provided in this manual. The text also helps in developing: 
.student understanding of the place ;of business activities 
within a total soc iety. There: is information on lOrganizing; 
and" developing a new vocational office training program; 
operating an on-going program, • and evaluating office training* 
This additional information includes! the criteria and actual 
procedures for establishing a vocational off ice education ^ > 
.training program. 

Director?/ of Task Inventories, Volume 1 : ■ 

i97^5~^^~^^~^^^~^^~~~~ i;:;;' ' ■ 

Ohio State University 

The Center for Vocational-Technical Education 

A compiled listing of activities performed by v.rorkers 
on their jobs, this book is of value 'to curriculum developers, 
training directors, personnel of ficers, industrial engineers, 
vocational teachers, and administrators.: The information in 
this volume was compiled from a review of documents from state 
educational and employment service agenc ies, (>r^:;V'.:::^ational ; : / 
curriculum laboratories and research coprdinat:.r:*^ units, ' ; ' 
armed forces branches, selected private R & D agencies and ! 
others. : The information included is; helpful in developing ,, 
trainijng plans for a variety of occupations. 

Distributive Education Training Guides 

by Peter G. Haines and Herbert H. Tedder,; I963 ; 

; South-V/estern Publishing Co. • ^ ■ ; : : ; 

All major aspects of the study of distribution are ' 
covered in this set of guides. The guides can be used in any 
order that correlates with the topics taught' in the related 
class., ■ ■ ■ [. ■ ' \ I , 

The.' book is divided into six sections j 

!• The Marketing Process ; 

2. Store Management 

■ 3» Merchandising _ ^:„_:,.I;..::i.:.; 

' ' " '5 ^ixi^^ h '"'"'7 ' ' 

5. Finance and Control 
: 6, The Challenge of Retailing 
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Evaluation Occupational Education and Training Prograims 
by^Tim L. y/eiitling and Tom^ Lawson, 1975 

Allyn and Bacon 

If you are interested in a comprehensive coverage of 
evaluation of vocational education, this te::t will be most . ; 
helpful. Written by vocational educators for -vocational 
educators. Evaluation Occupational and Training Programs 
applies general concepts and practices of evaluation to the , ; 
evaluation of specific: occupational programs. , The easily 
understandable procedures outlined, such as Designing an 
Evaluation System,' the Measurement of Learner Performance, 
arid the Follow-Up as an Evaluative Tool, apply directly to the 
concerns of cooperative teachers. The book is v/ell written 
arid well, organized- around the objective of relating 
theoretical principles of evaluation to practical problems. 

The Glen Oaks Simulation 

197^^ ; ^ 

Ohio, Center for Vocational-Technical Education 

The Glen Oaks Simulation is a package of simulation 
training materials for cooperative education coordinators. It 
is divided into nine modules which represent major functions 
and tasks of a cooperative education coordinator. The modules 
can be used .together or separately • This package is intended,, 
to be applicable to all situations in which cooperative 
education teacher coordinators are trained. It is applicable 
for both, pre-service iand in-service programs. In its entirety 
it simulates a full year of experience ; in fragments it ; . 
^provides training in selected functions. 

Guide for Cooperative Vocational Education ■ 

University of Minnesota, College of Education ^ 

This guide v/as developed by a National Conference on 
'Cooperative Vocation Education held in 19^9 at the University 
Ox Minnesota, and by "riii^^ regional clinics." The purpose of 
the publication is to serve as a guide for individuals involved 
in planning and implementing cooperative vocational education 
programs. The guide, is divided into seven; chapters: 1) Coop- 

erativ^_ Vocational Education and^^ y(hat Fp^rm 

1i;rid''TS^I)^'T^''B S'tiidlerit ajfi 

Manpower Needs Through Cooperative Vocational Education, 
4) Supervising the Participation of Employers, 5), Establishing 
Administrative Relationships, 6) Staffing Cooperative Voca- 
tional-Education Programs, and 7) Maintaining and Improving 
Cooperative Vocational Education. Each unit provides a 
detailed outline of the factors v^ich should, be considered 



before planning 0 vocational : ^ 

education program. For :example, :the^^:a outline sevens 

factors that should be considered: v/hen determining the form 
and type of program, eight .factors when determining the 
appropriate facilities and equipment, and seven factors for 
, the selection of training stations.. 

Guidelines to Initiate and Operate a Cooperative Vocationa l 
Ed uc a t i on Fr o ^r am , 1973 

" Pennsylvania Department of Education 

, The contents pf : this , 81-page handbook deal with exactly 
, v/hat the title suggests--the methods of starting and running , , 

a Cooperative Program. In- addition to the narrative , which 
; covers the basics of a program, the text contains an appendix 
:0f thirty forms and letters relating ; to the' initiation, and / . 
execution of a program. They range from a format of an 
administrators* handbook, to business survey forms, to student 
evaluation forms. The following topics are covered in the ■ 
narrative r definition, advantages of cooperative programs, • 
problems^ different types of programs, program organization ^ 
and management, resource surveys, advisory committees, train- . 
ing stations, student selection, placement and evaluation, ' 
financing and laws -relating to cooperative work experience* 

Handbook for Cooperative PrOiScrams ; - i 

• Oklahoma .State Depar.tment of Vocational a^ j 
EtJucation ''^ '^'^ \: ■ ^ ' ■ 

; : This publication was idesi^ a handbook 

for teachers of. cooperative programs in vocational education* 
; Topics included arei Purposes of I Vocational Education; Types : ^ 
■ of Programs; Respoxisibilities. ofythe Teacher-Coordinator and 
the Advisory Committee; Legal Regulations; Selection of- 
Students and Training Stata.Qn§y^ Evaluation; and ^Sample ^Forms / 
to be Used in the ^,Program. " ' . * _ ^ 

Handbook for Vocational Teacher-Coordinatbrs of Business and 
O ffice Education 

by Katherine S. G)re en and,. Omega sianto^n , ED O92668 
: ;: : ERIC Clearinghouse., Bethesda ' . 

The general objective of the vocational of f ice training 
..program is to prepare high school and post-secondary students 
for initial office jobs and for advancement on the job. iThe*'- 
handbook -is desired to assist teacher/coordinators in 
implementing a vocational office training program and an ■ 




■ 'intensive;: business : trainingi program^ based on j'the intensive: 

i time block concept arid using cooperative or; simulated work 
experience. ;Guidelines for implementing, the programs are 
outlined, v/ith copies of "all necessary ' 

. forms and' advice on th use. Suggestions\are made for 
'adapting ;the rvocational off ice -training program for post- 
secondary and adult education use. Miscellariebus information 
includes J ; g^neral information and requirements for obtaining 
aj vocational license, minimum of f ice standards^ evacLuating the 
cooperative vocational of f ice training program, job' opporturi- 

: i'ties and descriptions, and lists of teaching aids and resource ; 
materials of all- kinds. ' • ■ ■ 

Health Occupations Education Model Training; Plans for Secondary . 
. Cooperative Health Occupations Education i' 
by Thomas R. V/hite ar^d V/illiam D. Graham, 19?2 :" ^ 

Indiana University Press 

* V/ith the assistance bf nine project participants and an 

Advisory Commijtt'ee (4^ members), the authors have developed 14 
' training plans^'ln health occupations.^ The; steps in the - 
'development of training plans are first identified. y The/ 
; training plans themselves are divided into six columns: 
1) approximate time, 2) learning activities, 3) OJT (on-the- 
job training) , 4) in school, 5) evaluation, : and 6) individual 
study assignment. Training plans can be used in the classroom 
as a point of departure for discussion of learning activities 
common' to many students, and on-the-job f or idiscussion of the 
pro;;:-ress of student-learner toward occupational competency. 

High School Work Study Program for the Retarded ; 
: by Kenneth H. Freeland, I969 / . , 

^ Charles C • Thomas, Publisher 

This book was written in response to the emphasis placed . 
upon training the handicapped in. the Vocational Education Act 
of 1963 and Amendments of I968, and f or ■ the teacher who will.,- 
develop a work study program for mentally re tarded students 

; in secondary schools. The author has divided the material into ; 
seven chapters Know Your Program, Know the Ob jec tives and 
Values of Your Program — -And Your Responsibilities, Organizing 
Your Program, Developing Your Program, Op^^rating Your Program, \ 
Conducting Your Program, Reports and; Forms, for Your Program. 
The chapters are logical, readable, and informative. The ^ 
author provides suggested sketches- of floor ;^ 

. design, a complete summary of the legal requirements and 
employment limitations that affect the program, a guide to 
different report forms and how to use them, and forty references., 
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Ind ustrial C oope ra t ive 



: ■ - ; • Texas', A&M jUniversity ! 

Vocational Instruo/tional Service - ; ^ ; ■ 

Industrial CooperatJ .ye ^j ^aining is a comprehensive guide 
to the job of coordinatiorr Topics- covered range " from the 
duties of the coordinator ^nd ^dvisory committees to the 
skills necessary in , studen't guidance,; classroom management, and 
the setting up of training stations, . There are also discussions 
on lesson plan development a/id construe tiori of public relations 
programs. Abundant sample ^n^'t^ rial's and examples are provided. 

An Instructional Re source_ (luide ^ to Enhance Cooperative 

Vocational Education/Spec i^l\E ^ucation Teaching 

by .Leroy M. Reynolds, 1973 :. , \ • 

Michigan Department of Education 

The focus of this pr^^St'S-^ guide is upon the occupational 
preparation of persons wi-fcH^P^cial education needs. It is 
an excellent resource ; inte/ided to 'be reviewed and used jointly : 
by concerned teachers and administrators as 1>hey work collec- 
tively to serve students wi'th ^niqug educational problems. 
The guide will serve as an aid for 'the process of developing : 
or adapting a cooperative program of voc'ational arid special 
education. : 



Journal of Cooperative EducjA i^ji 

■ Drexel University Cooperative Education Assoc iation 

Journal of Cooperati ve^ Ed ucation is published twice 
yearly, and is the only joU^^^-l completely devoted to coopera- 
tive education. Although its ^^in focus is on cooperative 
education in higher education* it is also a relevant source 
for cooperative education -teachers at' the secondary level. 



A Manual for Coordinators _of^ Co operative Education 
by Charles F.Seaverns, Jr.r 19?0/ ED 07568^ ^ 

ERIC Clearinghouse, fiethe^da 

This manual was developed with two spec if ic purposes in 
mind: 1) to present, in som^ detail, information about cooper- 
ative^ educj^tion wliich ^^should^s^^vve as a functional guide :to 

^""^tfio^'^^ Who^^d'SHi^^ 

. cooperative education,, and 2) to stimulate the development of 
more effective cpordination' "techniques by "^coordinators already 

■ engaged : in the placement, co^^^^ling, and guidance of coopera- 
tive education students. The ma.nual is directed mainly toward 



post-secondary coordination, but a, great deal of the inf orma- 
tion:;i;appli;es to secondary level programst 



■ Manual for •Issuing Officers of Work Perinits 

Maryland Department of Licensing and Regulation- 
Division of; Labor and Industry 

. This manual is designed to assist those ''persons author- 
' ized to issue work permits, vocational-technical coordinators 
and supervisors of pupil servicet. The booklet covers instruc 
tions for issuing work permits, legal hours of employment for 
; minors, permiss ble employment opportunities for minors, the 
I seventeen hazardous occupations, exemptions to occupational^ 
i orders, and definitions and requirements for student learner ■ 
agreements. Also included is a fact sheet witfr Maryland ' s | . 
; V/age and Hour Law "made easy ■ ; 

' Model Training Plans for 'Secondary Cooperative Agri-Business 



Education 




Indiana University 





Model training. plans in the field of Agri-Business are 
provided in this maniial. These plans can serve as examples^ 
for cooperative teacher-coordinators in the development and 
utilization of training .plans. i 

Model Training Plans for Secondary Cooperative Health 



Occupations 

Indiana University 

The model training plans, contained in this- manual are 
designed to serve as examples for cooperative ireacher- ■ ^'i 
coordinators in the development and utilization of training v 

plans. ! ' ■;■ r ■/ ■ / '; 

■ ; -, .... .^^ I.'.' ,.; ^ . ' , ' '■ ' ■■***»'' 

Model Training Plans for Secondary Cooperative Home Economics ' 
Education 



Indiana 



University 



A variety of model training plans in. Home Economics 

Occupations are provided to serve as examples for Cooperative 
. e ac h erT- C goo:? d inaio r^S::.:.^ 

training plans., " : ■ . - • 



Mode! Training; Plans for Secondary Industrial Cooperative 
Training / -.-y . ^, ■ ■ - Ih 

Indiana University 

The model training plans contained in this manual are 
designed as examples for cooperative teacher-coordinators in 
the development and utilization of training plans for student 
learners enrolled in secondary cooperative vocational education. 
Excellent resource. 



Occupational Work Experience Instructor* s Manual 

\\i:;Ohio;;, state University' ■ ■ ^v. •, ■ 
■ r; Instructional Materials- Lab/i . ' ; 

Developed for occupational work experience program use, 
this instructor's manual covers such areasias safe'ty education 
in driving, using , the telephone , decision making, ways to 
3.pply for and get a jot)> what the employer wants, and other 
work experience information. 

Organization and Effective Use of Advisory Committees 
Texas Educational Agency ; ^- 

The primary purpose of this bulletin is to provide ' 
guidelines on how to organize and effectively ^utilize advisory , 
committees. Material included relates to the need for 
advisory committees,'' th.e nature , and 'function of committees, „ 
characteristics of a good committee, suggestidhs on how to 
select members and- organize ohe committee, and suggestions' on ' 
how to present subjects for committee; consideration. 
Basically> .a ''how to do it" approach, is followed, with ample 
material provided in the appendix to assist the teacher- ^ 
coordinator in establishing. and utilizing an advisory; 
committee. , Highly reGommended .v; , ' V , 

. Organization and Operation of a' Local Program of Vocational 
Education " , 

T958 .,; . y ■ ' ■ ;-, ^ '^■-.^ 

Ohio state University 
Instructional Materials -Lat)- 

and improving comprehensive programs of -vocational and 
technical education. The publication should prove to be .a 
valuable guide for administrators of vocational and technical ,: 



: , 'd^ducati^ schools, directors,; 

: 9''^^ or deans. The references at the ; end of each- 

chapter provide added resbur^ material helpful to those who 
desire: to pursue information in depth. 

Personnel Evaluation in Vocational and Technical Education 

Ohio State University 
, The Center for Vocational and Technical Education - 

: Personnel Evaluation presents information relative to i: 
the evaluation; of personnel in vocational education* The : 
rationale and purposes of personnel evaluation) the planning 
and development of evaluation criteria; and the collection, : 
analysis and reporting of data are topics covered. 

' Planning;, Implementing and Evaluating Career Preparation 
Programs ■ , , ■ ' ' ..\ 

by Joe Borgen and Dwight Davis, 197^ ' ,4 

McKnight PubliNShing Co. 

V This management package is composed of five sections for 
instituting Carreer Preparation programs. It is designed on a 
step-by-step system which enables teachers and administrators 
to analyze, expand and improve their programs. The package 
contains sample letters, forms and survey instruments. 

' Program Guide < A Guide for the Development and Operation of a . 
Secondary School Allied Heal^th Career Program 
by Jerome Epstein, 1972,' ED O76825 . ' 

ERiC Clearinghouse, Bethesda 

; I The project described in this document was designed as ; 
an experiment in career education in the health field . The 
3-year-' program offered students an introduction to health 
careers in the first year, work experience in the second, and 
cooperative or v/ork-study education iri'ilthe third. In this j 
guide, a brief history of the pilot and demonstration project / 
is followed by the step-by- step procedures ^required jto / 
establish new programs. Included are documents, infjormation 
sheets, and forms used in the project. : ; ; 



- Pub lic Relations:^ Guide 

Texas A&M University^ \ 
Vocational Instructional Services 

, This text can serve as an excellent guide for establish- 

ing a public relations program. The content includes sections 
on the Public Relations Process, Know Your Public, Internal 
Publics, External Publics, Communications, The Spoken V/ord, 
The V/ritten V/ord and Exhibits and Demonstrations. This guide 
should be of considerable help to the teacher-coordinator. 

Resource Manual for the Development : of Cooperative Vocational ^ 
Education Programs Under the Vocational Education Act of I963 , 
as Amended P. L. 90-576. : (DHEW/OE), Washington, D. C. July, " 

1972 ERIC ED 068717 ' ; : : 

ERIC Clearinghouse, Bethesda ; ; [ \ 

Selected facts and suggestions for the use of State 
staffs in planning for the development of cooperative voca- 
tional education programs under Public Law 90-576 are summarized 
in. this booklet. 



Selected Audio-Visual Materials for Consumer Education 

Rutgers, Kilmer Campus 

; An ,anno;tated bibliography of selected audio-visual , ^ 
Tnaterials apprppriate. for use in consumer education classes. ' 
This text incXudes films, f i^l mstrips, slides, ^transparenc ies? ; 
and res ource^ packages applicable to instruction at all grade ' 
levels. -Alsoi provided are source and cost information for all 
items ^listed. (Number II in^ a series of monographs. ) , 

Stenographic, Secretarial, and Related Occupations /' 
Curriculum Guide, : 1970 ' 

V/est Virginia: Coordinator of Curriculum Developmen^t 

Job definitions and descriptions, as found in the 
dictionary of occupational titles, form the basis upon which 
this guide was developed . It incorporates unitized sub ject ' 
areas and offers suggested patterns for education to meet the 
specif ic career objectives of the individual. 



I 



strategies for Implementing' Work Experience Programs i 
by Kimbrell, Grady and Vineyard, 1972 I ; \\' 

^ McKnight and McKnight Publishing Company ' : ' /i 

/The advantages of and strategies for implementing work; 
experience programs are covered in this text, First, work ; 
experience education is described, and its advantages are 
discussed. The qualification's of the work experience coordin- 
ator are then reviewed, as well as the stages of vocational ^ 
development. Also.; included are a description of various 
Federally-f unde;^;..^^^^ which school systems can apply 

and a discussion, of the legal responsibilities^ of work 
experience programs, : 

Teaching Guide for Cooperative Office Education / 
Teachers Guide (Cooperative Training), 1970 

V Virginia State Department of Education 

Practical suggestions for initiating, developing, oper- 
ating, improving, and evaluating cooperative office education 
programs are provided in this guide,. This well-developed 
publication should prove to be an invaluable handbook to the • 
:teacher-cdoxdinator» 



Techniques of the Coop Method ^ 

.■1973,:: : ; : ; " y 

University of Missouri / 
Instructional Materials Lab, v 

.V The job of cpordinator in cooperative education requires 
! the mastery of many spec if ic skills , : The author attempts to 
identify and explain these skills and to describe, the concepts 
and principles necessary :for the performance of the coordina- 
tor's role. The author relates the- many "little tricks" he has 
found to work from his years of experience as a coordinator, 
supervisor, administrator, and teacher-educator. 



Tennessee Cooioerative Coordinator's Handbook 

. .1972- , ■ ; , ■ ■■ 

Tennessee 

Suggestions for organizing and operating, a cooperative 

most aspects of all cooperative programs. Some of the are a^^^^ 
that are included arei advantages of cooperative vocational 
education, school administrators' responsibility, establish- 
ing a program, and duties of coordinators. 



Train ing 'Ac hie veme nt Re c ord s , : J ob / G o rps Occupational Training 
ProgramV Supplement to JCH ^00-15»2 

\ ;-::-v::U. S. Department: of Labor j 

y ' v.; . 'Manpower Administration ^ :^ - / 

; > > : C dntained in this / bookle t are, 144 sample training 
achieyementvrecords v/hich can- be; used : to develop training 
plans. Each record includes task statements, a section" on^ 
attitudes and professional ethics^ and a job physical profile. 
The information can be easily adapted to the needs of the work; 
experience program. • ^ , : 



Training Plans for Cooperative Of f ice Education 
■ Teacher's Manual (Cooperative TraindngX, 1970 

Ohio State University 
'Instructional Materials: Lab 

Training' plans for a variety: of ; office occupations 
that are suitable for a high school; cooperative education 
/■program are contained in this manual. 



■ A "Training Sponsor* s Handbook, for Industrial Cooperative 
Traininis; Progjrams ^- 

University of Texas at Austin -'^ ■ 

This ha.ndbook can serve as a public relations tool for k 
the ICT program* It explains the, ICT programt how it works,: 
the jobs ; students train for, where they train, and what they 
■ shp,uld :be.^ Mught. A sample training plan, rating shee t, and : 
student \ introductory card are shown. As a tjonus for. the 
coordinator, the last page is a training sponsor! s certificate 
printed on parchment. 

V/hat School Administrators Should Know About Cooperative , 



Vocational Education 
by Roy L. Butler: and Edwin G. York, 1971f ED 057I8O 

"ERIC Clearinghouse, Be thesda . , ' 

: This publication is des^ign,ed to serve school administra- 
tors interested in reviewing the key administrative concepts ' 
relative to cooperative vocational education. Th^ document : .< 
identifies the various types of cooperative programs, the 
"■"advantages of cooperative education, : and: 
factors rel ed to the administration of these, programs. 

20, . , , " ■ ' ' ■ 



V/hat state Leaders Should Know About Cooperative Vocational 
Education, VT 01 905 

ERIC Clearinghouse, Ohio 

This 22 page booklet provides various kinds of informa- 
tion"; oh Cooperative Vocational; Education useful to. state ■ 
leaders as well as other interested individuals. Topics 
include: Essential Elements/- Planning, Implementation, 
Extension, Improvement, Recruitment, Training, Promotion, 
: Evaluation,' and a Bibliography. ^ 

; V/hat Teacher-Coordinators Should Know About Cooperative 
i Vocational Programs , VT 012 90? ' , 

ERIC Clearinghouse, Ohio 

This 22 pagevbookle t provides a variety of information 
relating to planning, coordinating and' evaluating* cooperative 
programs. A bibliography is also provided. 

Work Experience Education: A Handbook for California Secondary 
Schools 

by iWilson Riles (Supt. of Public Instruction) , 1972 

California State Department ;bf Education 

An overview of information for planning, atnd conducting . 
work experience programs is provided in this handbook. Elements 
of traditional coop iprograms are. "cove red, as well as an 
evaluation of new special programs designed to meet the local 
needs' of Calif ornia. The appendices contain laws, regulations, 
forms, and definitions which the author considered either too 
specific for the text or too subject to frequent change. 

Work Study Program Manual 

by ;Jack Hyde, Robert Smith and John Travis 
Mafex Assoc ia.tes. Inc. 

The development and control of the V/ork Study Program 
in LaGrange; Area schools in Pennsylvania is described in this' 
program manual. The : book would be very useful to use as a 
guide for other schools; or districts that are trying to set 
up similar programs. : \. . i 

' : The f irst sec tibn of the book describes the procedures 
to be i used in establishing the philosophy of the program and 
the 'identification of pupil needs. 

, In partll a complete copy of the Cooperative Working 
Agreement is ; provided i , This includes the purpose, objectives. 



'and the spe,cific goals of the . program. Part III outlines the 
individual roles of everyone .c oncerned with the program. Part 
ly deals v/ith in-school v/ork experiences, community work 
experiences and related field trips. ' 

' The rest of the book is divided into five appendix 
sections. A) EMK Prevbcatiohal Program Handbook; 'B) V/ork Study 
Forms; C) Follow-Up Study; D) Case Studies; and E) Prevoca- 
tional Program for Maladjusted Children. - . % 

classroom mana g ement and instruction 

, ; " • , "Tj : ■ ■■ , ' , ■ ■ 

Thi3 section contains materials designed to aid the 
teacher-coordinator in designing and managing an instructional 
environment. The information contained in the sources should 
assist the teacher-coordinator in dealing v;ith the v;ide range 
of situations and problems that may be encountered as well as i ^; /. 

' -to indicate methods and strategies of instruction which have 
proved effective. Moreover;, information is provided which' 
relates to the current emphasis on behavioral objectives, 
accountability and evaluation. An attempt was made to select 
nonthcoretical, practically-oriented material. 

Behavior Modification in Applied Settings 

by Alan E. Kazdin, 1975 { . ' 

The Dorsey' Press ■ : / 

The purpose of this book is to provide an introduction to 
behavior modification techniques, in applied settings. -The 
*ma/1or focus is placed on the application of operant principles, 
implementation of behavior modification techniques, and ; 

meaGurement program 'effectiveness. The 

application includes^ a variety of settings, such as schools, 
hospitals, day care centers, and the home. A large section 
of the book is devoted to a discussion of behavior modification 
principles. For each principle , diverse technique options, 
limitations and relevant issues are discussed. ^Detailed - -'"i 

'consideration is also provided for applications of self- 
control.! Maintenance of behavior changes after the behavior 
modification program is withdrawn is discussed. The last - 
chapter discusses ethical issues implic it in the use of 
behavior change technology. A glossary of relevant terms is 
also included. ' ' 



2^^ 



Entry Leyelt Vocational Behavioral Ob.iectives. A Guide for 
Individualizing Instruction 

The Westinghouse Corporation 

The vocational- behavioral objectives presented in this 
packet are at entry -level;- performance and are designed to pro- ; 
vide realistic guidelines ' for the development of individualized, 
performance-based instructional programs enabling successful 

..entry, into, .the work ...world ..- : i -•• 

The objectives presented are broken dov/n into four levels;. 
1. The student is expected to have only a cursory 

knowledge of tHe.task; that is, ?.s appropriate, be 
able tO;name the tools utilized, identify parts, and ' 
list general simple facts about operations and 
materials. 

; 2. The student has been introduced to the task but needs;, 
i the direct supervision of a teacher to perform it, 
successfully. Very little independence is expected 
and the student should need very cTose supervision. 
3- The student requires,H-routine supervision. He should 
be able to identify' and resolve most problems related 
to the task, select appropriate tools and materials, 
and be able tc perform a.t the ieritry level. 
; The student can perform near the journeyman level. 

He can analyze problems and evaluate and make 
decisions relative to the task. He can readily 
identify tools and accurately demonstrate to others, 
how to perform the operation. 
Some of the entry level jobs included in these packets .are: 

1. Food Service 

2. Metal Trades 

3. Automotive > , 

4. Building Trades 

5. Business and Office 

/; 6. Building Maintenance^ , 

7. Heating, Refrigeration and Air. Conditioning 

8. Appliance and Vending Machine Repair 

A Handbook of Behavior Modification for the Classroom 

by Abraham Givner and Paul Graubard -j . ■ ^ 

Holt, Rinehart and Winston, Inc. 

A description of the methods of behavior modification and ^ 
their application to the classroom . is presented in a handbook 
designed 'for teachers. It includes general principles and ; 
specific techniques and is. designed so as to enable the teacher 

:to apply, in the; classroom^ the latest teaching technology that 
has proved effective in changing student behavior and : in ; 

■ promotang learning,. A chapter ; rs included 1 which discusses; the 
most: frequently;;asked^ questions; about behavior modification 

■and ;:;is^i aimed at often can . 

;|have about the use of such methods. ^ 



How to Use Contingency Contracting in the Classroom .. 

by Lloyd Homme ,^^.1970 ' ; 

Research Press Co. 

Contingency contracting is an extremeljr effective method 
for motivating elementary and high -school students. It is 
based on the systematic application of some generally accepted 
princ iple s of ;human behavior. ■ The^ . .. 

"tlieTavefa^^^ provides the prerequisites necessary for,; 

understanding and using contingency contracting, . regardless 
of the teacher's subject of specialization. This book is 
divided into two' parts. Part I discusses how contingency 
contracting works and Part II covers the application of 
contingency contracting in the classroom. 



videas for Teachers 



1973 



Mainei Depaf":':ent of Education and Cultural Services 



This booklet was developed to help teachers motivate the 
disadvantaged. Such a specific aim should not be regarded ; as : 
a limitation, for this publication can be useful in working; 
with all students. It is a teacher's guide giving suggested 
teaching activities for'such areas .as Entering the World of 
Work, Occupations, Living With Your Job,- Managing More, and 
Mathematics. 



Individualized 'Instruc tiont ' A 'Book of Readings 
by E. Gene Talbert and Lavry E. Prase, 1972 



Charles E. Merrill 



Individualizing -instruction is an important concern of 
teacher-coordinators. This book can be of aid' inasmuch as it 
provides a wide selection of readings on all aspects; of 
individualizing instr.uc tion. Moreover, the readings are 
practice oriented. They are grouped under three main headingsi 
Why Individualize? T-' acher Skills, and Instruc tiqnal Materials 



Individualized Instruction! Teach^g Strategies Focusing ' 
on the Learner 

by G. Ray Musgrave, 1975 ^ ^ 

; . Allyn and Bacon; 

Musgrave Vs text attempts itp put theory into practice." 
This book details aspects of student-centric teaching methods,; 



instructional formations, intra-class grouping procedures, 
.'independent study methods, student evaluation, and learner 
objective teacher plans. 

Instructional Design 
by Jerrold Keinp, 1971 

■ ; Fearon Publishers _ . 

Teachers and curriculum planners will find Instructional 
Desi|g:n useftil as they develop and change instructional programs* 
The author stresses a ^systems approach to instructional design. 
Topics include: Stud^ent. Characteristics, Learning Objectives, : 
Subject Content, Pre^test, Teaching Learning Activities and 
Resources, Support Services and Evaluation. 



Learning Packages in American Education • , 
by Philip G. Kapfer and, Miriam B. Kapfer, 1973 

Educational Technology" Publications 

The authors have provided a comprehensive; volume of 
■readings on the use and: development of Learning Packages. ^ The 
various forms of LearningjPackages are identified and, their 
components discussed in detail. Classroom management procedures 
are also covered in detail, and the topic of materials for 
individualized instruction is discussed. In short/ the volume 
'is a practical and useful treatment of the topic of Learning 
Packages and has particular value for teacher-cqordinators who 
are faced with the necessity of dealing with'diverse student 
:groups. ^ _ 



Managing Instructional Problems 

by Judith V/orre 11 and C. Michae'l Nelson, 197^ . 

McGraw-Hill Book Co. 

The -aim of this bo^ok is to help teachers deal with the 
wide ran'ge of problems found in both regular and special 
classrooms. The book focuses on the >kinds of problem behavaors ■ 
that every teacher can expect to encounter. The major .emphasis 
iS' on behaviorally based decision-making processes and inter- 
vention strategies, including educational assessment, .develop- 
ing home-school programs, counseling and behavior modificatipn.,. 
Situations and alternative strategies are presented in a 
framework consistent with the problems likely to •confront ^ ^ 
teachers. The first two : chapters include the basic principles, 
of a behavioral/educational iapproach to problem-solving. Later 
chapters consist of description and .analysis of problem areas, 
follov/ed by illustrative case studies. 

■■■ ' ■ ^ ' ' > : 25 



Moti vating; Children: Behav io r' Modif ication 
by, V/alter Vernon, ■ " ■ 

. ...IHolt, Rinehart and; V/inston,; Inc. ' 

Vernon's book is for beginners--^that is, persons exper- 
ienced in teaching, but beginners in the principles of operant; 
conditioning. The style of writing is deliberately simple and 
• communicative, and extensive references; to background research ' 

7 are hat; jiQ^jejj;-^-- rpj^g; i3odk c dyers^ 'the'" ' ba^ .;;;■ 

behavior modification, and. usesi.many examples of applicationsi- 
to the classroom. ^.A section is! included which; discusses;-^^^ ■ 
specific use of -behavior modification- in high :Sphooi''^^ \ 
situations. Information isValso /provided which will' help the 
teac her ge t a behavior mod if icat ion program started ■ in his :or 
her classirpom. ^ The -las€ chapter deals with some ; of the argu— 
mentsahdjquestions that can arise concerning behavior 
modification. A glossary of terms is included in. the back, of 
the text. i' : 



Obnectives fo r Instructional Evaluation 

by Robert J. Kibler, .Donald J. Geg^la, Larry L. Barker.and '\ 
Davidv T. Miles, 197A:^ 

^ ■= Ailyn and Bacon 

This book stresses the relationship between objectives 
and instruction. - Distinctions among types of p-bjectives are : 'i. 
made and a discussion of the analysis of human behavior is 
included. A chapter of programmed instruction designed to 
teach readers how to. write, instructional objectives: is alsp 
provided. : Many examples of instructional objectives as well 
as suggestions on how they can - be: used with specif ic; kinds of . 
evaluatipn procedures are 'presented;' The appendices include 
a wide variety /of sample objectives and test items drawing from 
actual instructional units. 



Teacher Tactics 
by Ro.bert Canei 

Ohio State University 

Distributive Educational Material^ Lab • 

V Teacher^ Tactics is a summation of the ideas, resources, 
and techniques that a cooperative: teacher might like to consult 
as he prepares his' program. The material can be used i for :c 
teacher- training (methods) classes. The booklet is a part ofij.r 
••Ohio' s'-Monthly^Mailing** for high' school and adult distributive, 
teachers and consists of eight ;mailings :per year* 



Teaching/Discipline: A Positive Approach for :Educai:ionar 
Development 

by -Charle s Madsen,; Jr. , and Clifford Madsen ^- 
; ' -Allyn and Bacon, Inc. 

Teach ine;/Disc ipline is ia three part book written 

especially for the teacher and; intended as a te.acher * s guide 
; in::the use of behavioral print iples relating to classroom' 
: -discipline- and -sub^ec^:- master — r™-; 

in a question and answer format; designed to help clarify the: ; 

main issues in teaching; and disc ipline :in^^^:^^^ Part: 
■II contains a selected summary of sc ientif ic and ■ prof essional ; 
;;; practices which are relevant, transf erable and directly: ^ " 
• applicable 'to classroom teaching. i Part III is concerned with 

the; effect ;of teacher responses on student behavior 
^bibliography of books and articles : and a^ glossary of terms are 

also provided. The purpose of this b 

! stimulate greater efficiency in the classroom and Xo provide • 
teachers with the opportunity to take advantage"^ of - the '% 
benefits ^accrued through scientific research. — 

Teaching With -Feeling 

by ^Herbert Greenberg, 1969 \ ' 

3obbs-Merrill, Co. , Inc. ^ - " " - 

: The purpose of this book is to open up for public 
consideration-a significant area of the teacher's life—her 

■'inner world, !her feelings, her- emotional being. This bppk 
explores the subjective dimension^ of teaching/ consisting of 
the private thoughts andl': fee lings teachers: have about pupilsV 
supervisors", colleagues j i and parents,' and 'the . feelings ;they 
have about themselves. The book is r divided into: 15 chapters 
covering the following topic SI: Likes and Dislike sr^^ 
Angry Teacher; Middle; Class Shock; The Guts of Disc ipiine; 
Surviving the "First Year; The Principali Whose Side is He . 

^On?; Colleagues; Parents! Mood and the Teacher; The Teacher's 
Private Hell; Sex in the* Classroom; Race in the Classroom; 
Dealing with Feelings; and Uniquenessi The Paradox^of Self- 
Discovery. . ' . - 

■ Writing Instrucitional Objectives ""^ , i : - . ... . 

iby Caroline Dillman and Harold Rahmlow, 1^72 

. ^ Pearon Publishers 

This small paperback is highly useful for assisting the , 
teacher; in writing behavioral objectives. Since it; is de- 
signed -for the: practioner, ample illustrations and exercises 
are provided. Sample chapters include t. Writing the Perfect! j/. 



Objective, StruCtUt^ing 'Ob j_ J^^^s , Finding-the Right Verb, 
Style Techniques CheeJ^'^p? ':^nd V/orksheets. The- authors 
also cover the i^^Portant '*'y,Xv f^^'^ relating evaluation items to , 
objective statements. : 'Hi^' ^Oommencied. 

GQuns eling an^ Career awareness 



"Students -enQ^^.^er^^^ ^^ career 

.d:ecision problerns^^ ^i^e C jngg^ ^f theij^ everyday work 
experiences. Tl^^ >^electe(:i o\j^^g^^^^ Provided in this section 

should aid the "^^^Oher-co^^^^^ . ''^Or' in dealing with the various 

counseling and g^iciance si encountered. „ 

Ca^r^eri^De^^^ 
by Larry J. Kenn^^e 

ITT Educati Onal pub:t^^^^^§ ^ : ' 

Current emphasis on >e'^^a^ education requires teachers of 
all disciplines "^^ Integra • ^^^er developrnent activities 

'with ongoing ProS^^nis. ^^^-tionaT^ in't^nt of this manual to 

; provide; teacher^ ^nd educ^ ^ .^-^ personnel at every level with 
.suggestions 1^^^ to int^^^^^^ ^^-^qbt development activities '. \ 
with traditional, ^Ubjec t ^xon "^^^ activities do. not . ' 

; require any curr^^Ular ^*^^^lv iA but leather serve as a meai:is \ 
by which teacher^. Oan r^ad^^^^^Plernent career education . 
concepts with mii^iTnal d^^Jpmen?^ ongoing programs-. A. 
collection of ca^^.^r devel^^^^ ^ activities^ this manual is a 
tool to be used a clas^^- ^ ^^achsi" or guidance person 
as a first step in achievi^^^^g^otally integrated program 
which leads to iJ^^Widual ^^f^^^gi^ awareness, exploration of r 
tentative life c^^^ersr ernf^^ | on ^^lected occupationsf 

.subsequent, job .sP^..Oiali.?at>g^ 

ment. The manual has ten ?xitat^^ containing 12^^- student 
activities design^^i to facj; q^^^^ ;career development. 

' Contents: ;Sr^pioyiTienJ^|., ^g^^^tuni 
V/ork; Understanding Yourse>^^^^^^^e er Profiles; Describing the . 
V/orker; Organiee^^ tabor; ^ irinnrv^ ^ Business; Career Prepara- 
tion; Getting a J^b; and pb ^ 

jWgtrnicl^ se th this guide is to 

help teachers eff^otiveJy ^t-rnan career development activities 

^contained within ^^^ai. ^ 1 1 - ill^ustrates .hov/- career 

ac1:ivities and ' s^^Oect rriat^ be integrsfted with: minimal 

disruption of ion^°ing P^^o^^^mnL '^^^ S^ide specif iesi student 
outcomest cites ,^P^c if ic ^/'^g^^a^ of how - to' blend career 
activities with co^tent^ and ^ impl^nientation guidelines," 
suggests methods media/ / ^^scribes evaluation tech- 
niques. ' 
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Career Development-'-Job Placement 



RutgerSf Kilmer Campus ; 

is:: ' The first thirty-four pages- of this text develop the ^ 

: concept of job placement. This development starts with a 

detailed identification of the nature of the problem of 
placement and a rationale :for handling that problem. Sections 
; I three and four go to the ye heart of the is'sue! by providing,^ 

—-"---—^ "spec if ic7" the"*~ini tiation^ a^ 

, ■ ' tion of a job placement program* The last twenty-nine pages ; ' 
report some of the information gained in the operation of five 
experimental' job placement!, programs. 



Career Education Resource 'Guide 

by James Bottoms, Rupert Evans, Kenneth Hoyt and Jack Willers, 

1972 ,' '.^ •: . ■ 

General Learning Corporation 

This book was written largely by classroom teachers for 
classroom teachers. Its basic purpose is to encourage ^ : 
instructors to become actively involved in career education 
in the classroom. Its; more specific goal is to provide the 
^jlassroom teacher with examples of how career .education can 
be ;put into practice in the ; classroom. The book is divided 
into . three .sections! l) Kindergarten/Elementary I 2) Middle/ 
Junior High and 3) High School/Adul^^^^ of the 

book: includes a number; of career education^^^^ 

use by the classroom teacher with his or her' stude^nts. A ^ 
general Introduction includes ^a discussion on the rationale 
behind career education; the basic; .assump-tion;^; of career , 
education; the nature of career education; "arid' the role of 
the cla:ssroom. teacher in career education. 
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Counseling; for Career Development 
by E. L. Tolbert, 197^ ' I 

Houghton Mifflin Co. 

Tolbert has desired this text for use by persons 
- involved in secondary school counseling. It was written for 
'the guidance counselor, but: can be useful for teachers who 
find themselves in the position -of counseling or 'guiding 
their' students. The emphasis of the book* is ; on^ practiQal 
applications supported by relevant theory and research. : , I 
Illustrative .cases are: presented and programs are described. : 
•-•The fraine work of principles and; practices provides^ a 
r foundation" upon Which the counselor can i;build as he gains ; ; .6 
experience and tries out new ideag* ' The. book is divided into :;;, ' 

v,." ^ : ^ ■ - . v •. • . ■ r i ri- ;^ .■ ;■;■...;■;■;■ 

9^ ' ■^'f'W^rff^^^^^^^^^^ 



11 chapters, and covers such topics ast understanding career 
development factors, the information: system, finding and 
organizing information, decision making,' and placement : • 
'.counseling.' ' — .. :.| ■ ■ ;. :'l 

Counseling: Philosophy, Theory and Practice 

by Dugald Arbuckle, 1970 "V - 

Allyn and Bacon> Inc. L 

This'book is an introduction to counseling. Jt is 
v;ritten for anyone who is involved in a relationship with 
another person, v.but centers mainly on the educational situation 
and the school counselor. The book is- divided into four main 
parts. Part 1 is on the philosophy lof counseling. Part 2 
covers the counselor as a person and the functions ^of a 
counselor. Part 3 discusses the nature of counseling. This 
section covers theories ""of counseling* the counseling 
process, practical issues and ethical issues. Part ^ covers 
the counseling experience: the beginning, c ounselor involve- 
ment, and termination. 



Guidance. Systems: An Introduction to Student Personnel Work 
by Donald Blocher, Richard E. Dustin, and Dugan Willis, 1971 

The Ronald Press Company . , 

A teacher or guidance worker should be able to relate 
himself effectively to the community and to social systems 
within the school that influence student development. To ' 
fac ilitate this^ aim, three major components of the guidance 
program : are ~d esc r*rbed_in terms of the""Relationship System, ** 
the^ \'Commun'ications SysTem'-!....and the /'Information System." 
These, guidance systems are descrtb^d in light of modern social 

..psychological research.. Separate c)i*&^.ters deal with aspects 

of human development, the impact oj^ student.^ sub-cultures, "and- 
the special problems of guidance in inner c'ity^ schools. Each 
chapter ^contains a number of illustrative examples^ that present 
the kindis of problems and situations encountered in'^field 
settings!. ■'. '\ : ■ ■•./ , • 




Introduction to Vocations for the Educable Mentally 'Reta rded 
Rutgers, Kilir.er Campus / ' ' 

Designed as an aid for the teacher, this text. is, a part 
of career development for a specific group. It covers'the 
follov;ing topics-:: gene ra/i plans; the student as a member of ^ 
society,, economic aspects of living,^ exploratory units ;on , 

^- ' : ^' ' '3() ; .: ' ' i\, 



occupational employment information, bibliography, information 
form, ! occupational interest form, and jobs for the- retarded. 



Manpower and Economic Education , ■ 

by Robert L, Darcy and Phillip *E/ Powell, I973 i' 

Love Publishing Company , 

■ • ■ ■ .' • '■•! . ' ', " ■• ' ^ 

Manpower and Economic Education is a personal and sqcial 
•approach "to ' career' i1; is " suitable for '^u^^^ 

by' the advanced student, it can -probably b.e best utilized by' 
the teacher-coordinator as a source of information for prepar- 
ing class lessons and discussions. There are six basic units 
covered in the text: 1) V/ork, ,2) the American Economy, 3) the 
Manpower Market, k) Career Opportunities, 5) Decision making 
and 6) Knowledge. These units also cover the three economic 
roles the' individual plays • in soc iety: consumer, worker, and 
citizen. ' Highly .recommended. 



Occupational Careers 
by/Walter L. Slocum . 

Aidihe Publishing ^Co, ' . ' 

^ " Occupational -Careers is; a useful introdtic tion to the 
field of occupatiohal sociology. Many topics of importance to^ 
the teacher-coordinator are covered with clarity, while being 
treated in sufficient depth to .provide the level of under- 
standing necessary if or adaptation to classroom use. The major 
social and cultural factors and processes invglved in occupa- ' 
tional choice, preparation and achievement are/covered, A 
wide range of material i'S drawn upon/ sources are well, 
dqcumented and ample references are given, 

Orientation to Employment: Cooperative E ducation 
1973 ^ ~~ — ~ — : 

Missouri State Department of Education ^ ' 

The purpose of this study guide is to aid teacher 
coordinators in teaching the : general employment information 
needed by young beginning employees. Each assignment sheet 
is devoted^, to a ;particular topic related to cooperative ' , . 
education: and ; the world of work. Included in each assignment 
sheet isi an'^introductoryTparragraph delineating: the area to 
be;^ covered and; its relevancy; to both" school and work. 
This vis; followed by; an assignment, which; usually requires the 
student ;ito read ; a reference ; book or 1 the information sheet 
that followso A list of suggested reference books is 
ihcluded,; a few of which are to be chosen as .reading • 
assignments, Questipris pertaining to the reading assignments 



come next, requiring the . student to recall and "apply the 
materials : contained ";.in the references. Finally, the student 
|s asked, tc- work: on:: problems and' projects related to the sub- 
ject matter of the flection. I Usually the iiprojects involve 
sma.ll group participation. 

The Teacher's Role in Career Development . • 

by W. Tennyson, T. Soldahl, and C. Mueller i , 

X Minne so ta. _.;■:;,;; . : ' ■ ..■:■■::..'■ 

Department of Education 

1: The aim of this booklet is to I introduce classroom teachers 
tp-.the possibilities of contributing to the vocational develop- 
ment ^ of students through the media of school; subjects. ^ The 
booklet is divided, into 6 chapters covering the: following: 
topics: the teacher's role, realities of the work world, ^ ' 
forecast of the future,; sources of occupational information,- 
relating ^high I'school: subjects to careers, and' post high school 
^ed=ucation.-' ■ ^:'v,/: ■ ]" . ' 

Various Assessment and Guidance ToolSr Tests, -Individual 
Learning Courses a nd Training Aids - . v 

by Educators Assistance Institute " : . •• 

' Subsidiary of Systems Development G^orp. ; : 

This -program consists': of a variety of different materials-- 
aimed at' read ing/listening/observing levels ranging from the' 
iSth to 'the l^th- grade. : It contains manuals for teaching' 
career dec ision-making, self-assessment surveys, pictorial 
inventory of careers* electronic careers technology, ^ risk i 
taking attitude^ values purvey and' career education films. 

Work In America , ■Report of a 'Special Task-Force- -to-the; ■■ 
Secretary of Health,, Education, ;and V/elfare, 1973 

' ;.MIT' Press r.'!: ':'"'; 

, ^ Work in America is the report, of a spec ial task force on 
the many facets of work. The report is divided into 7^chapters'. 
The first chapter discusses the functions cf work and its 
centrality in the lives of most adults. The second chapter 
deals with problems of American workers and the effects of 
these problems on various segments of society. In the third 
chapter the physical and mental health costs of jobs are • ■ 

reviewed.; The redesign of jobs to increase productivity and ; 
participation is covered in chapter 4. Work, education .and job 
mobility are discussed 'In chapter 5 and federal work strategies, 
in relation to creation of jobs, manpower and welfare are 



reviewed in chapter 6, " Concluding remarks^' are included in 
chapter ?• This book is an excellent resource for the 
coordinator. 



research 



As interest in Cooperative Work Experience has expanded, 
"there has been an accompanying' increase in related research. 
V/hile sbnie of this re se^^^^ pertains^ m^^^ to theoretical 
issues, a great deal of it has value to the coordinator because 
of its practicality. The research reviewed below providesi 
1) information relating to writing reports and public information 
releases, 2) a source of ideas for program improvement and \ 
innovation. and 3) important check points by which the teacher- 
coordinator can compare his o'vm program. 

Case -Studies of Fifty Representative Work Education Prog;rams ■ 
by Stevea M. Franke'l, ED 081997 

ERIC Clearinghouse, Bethesda y 

Information gathered from questionnaires, interviews, 
- and on-site visitation is presented for 50 ^representative 
program sites in the United States at which work education 
projects are iin operation. A summary of each program's, 
history, organizationtr g;oals, student and faculty composition, 
work environment, 'and mode of operation is provided. Each 
: report also discusses the - success'es and problems of the program 
or of the way it operates, and impressions of 'staff members who 
visited each site. Tables bf pert^inent data are included for 
each project. This report can' be useful inasmuch as it , pro-,, 
yides: a 'comprehensive overview of a variety of cooperative 
programs, and can thus serve as a source for innovative ideas. 

Cooperative Work Experience 'Education--A Study in Successf 
T wenty-Six to Forty Year's Later 
by L. 0. Brookman, 1972, ED 079555 

, Calif brnia State College, Fiillerton 
; or ERIC Clearinghouse, Bethesda 

This study was undertaken to provide an analysis of the 
reactions of students tov/ard a cooperative work experience 
education :pr6gram 26 to 40 years -after their involvement. Ma j or ^ 
emphasis- was placed on topics such as vocational choice, j 
•getting and holding "a job, human relations, citizenship 
: education, i related instruction,, education, beyond : high school, 
■ jobs .• held ;s ihce . graduat ion, armed services part i c i pa t i on , and ■ i: • li 
::inconie : irange . The study ; included 423 re spbndents • ' I ; : • 



i An Economic and Institutional Analysis of the Gooperative 
' Vocational Education Fro In Daytony ; Ohio : ; 
by Ernst ,W. Stromsdorfer, and James, S. FacKlerV; I9?3» 

ERIC Clearinghouse, Bethesda : if - .'r^ 

An examination of the economic and institutional impact 
of cooperative vocational education on the employment, :! 
earnings and educational performance of the ;.1966 and 1970;' ; ; 
graduation cohorts of Patterson High Schools - Dayton, Ohio, ; 
is presented in this study. The performance of these groups 
■ is contrasted with ;that : of students high : 

schools for the same time period. Tlie results of <^t 
indicate a mixed . picture of performance for cooperative 
education, especially when models employihg multiple regression 
arc used. However, "the program is clearly a desirable educa:- 
,tional alternative for some ; high school students. A : 
ography of the economic analysis of cooperative vocational 
education as well as a i survey of the method^ of these ; 

studies is included in the analysis.* : Irifo<rmation^f the ■ 
study can be of use to individuals concerned with exploring ' 
the; benefits arid problems! associated %i;t^: c 

Executive Summary: An Assessment 0/ School-Supervised Work 
Education Programs, Technical Memorandum 519^5/00 3/00 • ; ' - 

U. S. Department of Health, Education and: V/elfare 
Office of Education '^'^ ''^y .-^ ■ . 

This document summarizes the .significant f indings,' over- 
; all methodology, and policy recommendations for the study 
. '•An Assessment of School-Supervised Work Education ; Programs, " 
: which was conducted by System Development Corporation for the , 
Office of Planning,. Budgeting, and ; Evaluation of the U. S. 
Office of Education. ■//[■"^\:, | •• 

'The first section of the doctiment describes the different 
...types : of ..work, education, programs dealt .with in the. study. ; 
Section two gives a listing of significant findings. 

P art-Time Employment Study. Class, of 1973--Lewiston High 
S chool. Educational Experiences 'Outside the 'Classroom y 

: ED O87967 : ,■ , ■ : \ . ^ ' . : : ^: ■ ;„;; '/-.-v I [M:';'^ r ^ 

■ ERIC Clearinghouse, Bethesda ; : ■ " 

This; study soughf'to identify and. categorize the 
:.. responses of more than 1600 hi^h school juniors to determine 

the impac t -of employn^^nt- .on the student, school, and' community. 

Those students who were employed ; were found to be a potent 
,;; force on the local labor market in terms of jobs held:, hours . ; ;;; 

worked , money earned , ; and potential for money saved arid spent; - 
i! in the local economy.; The findings of the study provide use-. 
;;.iful; information in examining the interaction cof the student : ; 
■ iand':*'local| labor market. 



': A Reference Bibliography for General Work Experience and 
^ Cooperative Occupational Plans of Instruction 
by Peter; G. Haines and David Hyslpp, ED O65732 

l i : I; ERIC Clea . 

:9,;-As a bibliography' of reference 'materials .on cboperati^ve 
ieducation and general; work experience programs , this text v/ill 
prove, useful to : teachers, coordinators, and administrators in 
dnservice : courses and ^ to graduate students v/ho seek in-depth 
dnf ormation. The bibliography indexes items according to 
operational functions. 

Reviev/ and Analysis of Instructional Materials for Cooperative 
Vocational Education ^ 
by Harold R. Wallace, 1972 

ERIC Clearinghouse on Vocational and Technical Education 
Ohio 

The' main purpose of this book is to make educators aw'are 
of developmerits within the field of cooperative education. 
The 'three learning situations in coop programs, 1) vocational 
course work, 2) training stations, and 3) related classwork 
are, described • Curriculum materials -are reviewed for teacher 
as v/ell as student use and are evaluated for validity, 
enrichment potential and student involvement. There are 2 
types of materials reviewed: those c oncerned with related 
instruction and those designed for a cluster of^ occupations. 
The booklet ends with a brief review of eleven periodica.1 
articles. 



Review and Synthesis of Research on Cooperative Vocational 
Education, Be.55earch Series No. 60 ED 040274 ' ~^ ^ ~ . 
by Harold R. V/aliace • 

ERIC Glearinghouse, Ohio ' 

. Over two' hundred research studies covering the period 
from 193^ to 1969 are reviewed. The review is organized into 
the following topic?,: The Student , Learner,, The Employment 
Community, Educational Technology, Program Implementation and 
Priorities, and Problems and Issues. \ " 
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School^ Community and Youth. Statewide Evaluation of Part G • 
_FrOjg:rams in Cooperative Vocational Education in the State of 
Illinois , 1971-1972,: ED O66559 » 

ERIC Clearinghouse, ' Bethesda 

This document represents an evaluation of the two types, 
of educational programs that v/e re designed: to reach' the 
potential dropout of 14-15 years of age and the. early school 
leaver. The first program, known as the V/ork Experience and ; 
Career Exploration Prpgrain ( WECEP) , was developed to expose 
potential dropouts to the world of work and to impress upon 
them the importance of a high school education. The second 

program^ the Early School Learning Program CESL) , provides an 
opportunity to upgrade job skills by exploring the world of 
>//ork and by acquiring greater academic skills. 

A Study of the Status and Effectiveness of Cooperative Of f ice 

Education in Nev/ Jersey, 1968-69 

by Carmela C. Kingston, 1970, ED 060182: , 

ERIC Clearinghovr:^e, Bethesda 

This monograph summarizes a doctoral study, on the 
effectiveness and status of New Jersey's cooperative business 
..education programs. 

V/ork Educationr A :Topical Bibliography of Programs, Procedures 
and Research ,, 

by Trudy^ Banta, ED 090^1^ ^ 
ERIC Clearinghouse, Bethesda 

An extensive review of literature relating to cooperative 
work education is represented in this bibliography^ Over 900 
separate listings are included.* The entries are. organized 
under the following categories: Development of V/ork Education 
Programs; Operational Details of V/ork Education Programs 
(teacher-coordinator responsibilities, instructional strategies 
and materials, problems); Research and Demonstration Projects 
( experimental and descriptive studies, demonstration projects);^ 
Descriptions of Spec if ic V/ork Education Pro jects ( innovative 
programs, typical programs, teacher preparation; programs, 
programs for deaf and hard of hearing, slow learners, educable 
mentally retarded, blind, physically and emotionally handi-- 
capped) ; Followup and Evaluation of V/ork Education Programs; 
Career Education; General;. and Bibliographies. 



, V/ork Experience as Preparation for Adulthood: A Review of 
Federal Job Trainihp:> yocational» and Career Education 

; Programs^ An Analysis of Current Research^ and Recommendations 

. for Future Research - 
by Ellen Searcy, Interagency Panel for R and D on Adolescence, 

■ Washington,; D. C.,^ May, I973r ED 07950^ 

ERIC Clearinghouse, Bethesda 

A review and analysis was made of Federal work experience 
programs to provide the Interagency : Panel for Research and . 
Development on Adolescence with information .ont l) the effect 
of work experience on adolescent development, 2) the kinds of 
learning that occur outside the traditional classroom setting, 
3) whether or not experimental learning in real life situations 
: leads to the development of personality traits and social . 
skills that are useful for success in life as well as success 
on . the jobf and ^) areas in need of research. 

Work Experience for Broadening Occupational Offerinp;st A 

Selected Bibliography for Use in Program Development 

by David McCracken/ I969, ED 03^062 ' ' . ~ ^ 

ERIC Clearinghouse, Ohio • 

An older, but nevertheless, useful bibliography on work, 
experience programs . ' " : 

Work Experience; Research for Accountability 

Office of Education (DHEW) , Washington, D. C . , 1971/ ED o68719 
ERIC Clearinghouse, Bethesda 

This extensive, color-keyed program guide for 'general, 
exploratory, and vocational work experience . educatiDn programs 
in California was developed by work experience coordinators, 
professors, state and local administrators, and various 
district teams to pilot test at 1:he secondary ! and university 
levels. General, exploratory, and vocational goals arec given ■ 
separately, each including specific program goals ahd per- 
formance objectives. ' Terminal objectives, student performance 
criteria, and student record sheets provided for pre- and 
post-assessment purposes are listed separately. Various work 
experience program forms are included. 
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'part two 
■ RESOURCES . FOR STUDENTS 



-The .resource materials included in Part Two are ; 
■ designed ;:f or student use either individually; or in a ■group 

' 'instruction .settirig.i These materials, moreover, relate both 
to in-rschool and on-lthe-job training. A ; primary goal of i 
Cooperative Work Experience is to strengthen the linkage 
between the "•real .world"* activities of the training station 

..u and in-schobl instruction. T included 
in Part Two should , aid the teacher in developing an ]: 

; instructional program that will: coorelate :in-school and on- 
the-job instruction* Tha material included in the i sec tion 
on Career Awareness can be used to help students^ ^Q-^® 
realistic career choices and explore the working conditions, 
employment outlook, job qualifications and training and 
advancement opportunities of specific occupational areas. 
The material included in the sectiori -on 'Personal Adjustment 
can aid individual students in dealing with ;the many problems 
and adju^tmehts they must make in the normal ; course of moving 
into the everyday work world. Similarly, the material 
included in the section-on Job Entry and: Adjustment should 
be of considerable usefulness to the student in dealing^with 
problems and situations encountered in finding and holding a 

i job. Finally, the: section on Job ;Training includes resource 
materials directly related to acquiring job skills and 

' technical knowledge in selected occupational fields. 

' In some cases the resource materials include content 

. relating to more than one section. In such cases, the entry 
; was either placed in the section that seemed ; tdi relate most 
directly ito the content, or else . was cross-indexed in more 
than one section. It is suggested that the tea^cher- 
coordiriator write to the publisher to obtain ;a review c.cpy 
and price list before ordering classroom materials. The 
^publishers are listed in Part Three. Also included in Part 
'Three is a listing of additional sources pf low cost 
instructional materials. 



career awareness 



Cooperative programs can contribute to "^the general 
career development of the student by providing career 
'exploration information or by making that information readily 
accessable. : In the -case of high school students, making such 
material {available is essential, since students- of this age 
gro up are involved in making career dec isions which may well, 
have a decisive impact on their future. Moreover, the 

student to compare 



opportunity to work : on the j ob enables the 



his aGpirations and prior conceptions with a "real life" 
situation. Thus, the student is likely to become more aware 
of the need to be open to nev/ ideas,: to search out .alterna- 
tives to once firmly held plans, and^ tp seek information on-j 
training opportunities. 

The materials included 'in this section shovJcl a d^ the 
coprdinator in assisting the student; in ; the" process of ■ 
exploring^ careers* Inf ormatibn on the employment outlook in 
selected 'Occupations, decision-making, career facts and 
general career exploration can be used by the studeritf . 
independently or the teacher-coordinator can" integrate the 
information into the regular classroom' program. 

Career Awareness Series , "The. Fascinating World of V/ork." 

T97^<; ; ^ ■ ■ . : ■ ;.. 

. National Career Consultants, Inc • 

/ Fifteen major careers are explored 'in a series 
consisting of sixteen cassettes, filmstrips, teacher's 
guides, and student v/ork sheets. Geared for the average and 
above average student, these presentations give both the good 
and bad points of a career. Each career is explored from a 
"lifestyle" perspective. . 



Career Decisions 

: by Delmont flyrn, 19^9 v ^ ■ : 

National Vocational Guidance Association. 

' ■ Directed ■ towards teenagers, this pamphlet describes the 
kind of f uture.r they can expect during their wage-earning' 
years. An understanding of 'One* s abilities, personality, 
interests, values, standards, school achievement and 
credentials for work are shown as vital factors in the ' 
student's self-concept in emerging adulthood. A description 
of the v/orking world contains employment and labor statistics 
v/orking conditions, and occupational outlook. 

Careo r Development Activities 
•by Larry Kenneke,, 1973 

, i ITT Educational .Publishing . \; 

, ..The purpose of this manual is to provide teachers and *• 
educational personnel with suggestions for integrating career 
development activities v/ith traditional subject matter. The 
nanual is divided into ten sections containing 124 student 
activities designed to facilitate career development. 



: Thue ten sections present activities on the f bllowing 
topicst Employment^Opportunities, Understanding Work, • 
Understainding Yours^^ Describing the; ^ 

Wgr-ke'rV Organized Labor, Starting! Your Own"- Business, Career ; 
vl^eparation. Getting a Job,: and Holding a /Job. . The \: 
a.ctiyities serve; aS; a means -by which ;teach irnplemGnt 
career education i concepts •with miriimal disruption^ of ongoing 
programs, v ' ' ' . - ' 

Career Deve l opment Laboratory 

Educational Progress Corporation 

Sixty taped interviews, 100; survey forms, 1 teacher's 
guide, /and 1 announcement poster make up this lab. " It is 
intended: for use with grades 8 through ;13. Forty; percent of, 
the taped interviews deal with nonprofess.ional a'nd technical 
occupations. The program is self-contained, and is intended 
to be used without supervision. 



Career Directions Program 

Changing Times Education Service 

^At the core of this flexible resource kit for career 
education is a series of filmed interviews of people in a 
variety of jobs. The kit is divided into four sequential 
units, each of whijch is self-c ontaaned . Each; unit includes 
Z sound filmstrips,, 30 copies of a: student bo'oklet of readings 
and activities, 2 transparencies, .2 spirit , masters, and' a 
teaching guide. Unit titleq arei Deciding on Your Career;, 
Choosing the Kind , of Job You Want; Entering the Job Market; 
Staying With It and Getting Ahead, v 

Career Education 



National Audiovisual Center 

After briefly reviewing ideas concerning the need for 
change, in the : American "educational system, this film illustrates 
approaches to the needed change as presented in the original - 
film: entitled: •tCareer Education. It explains the fundamental 
concepts of ' career -education at the '^^occupational awareness*' 
phase, "'the '"exploratory phase," "entry job : skill development 
phase /" or continuation phase. Implications to the general 
publac , ^ school boards, school administrators arid teachers are 
'enumerated. Current' Federal, ; State , and: :Local: efforts in the- 
ueveiopment and' implementation of the career education 
concept are ^ presented. The respective roles and appropriate ; ^ 
action steps for State and Local implementation of the 'career:; 



education concept^ are listed;. This film, was dev^oped to 
bring aboutv concerted efforts to make career education an^ 
integral part of the educational system. 



Career Education in the Environmentr A Handbook 
Olympus Research Corporation 

This handbaok: is designed for use in secondary schools. 
;Its aim is ; to explore environmental problems and solutions 
and to provide information on existing and emerging career 
opportunities : in' this field. | It Is designed ifor use by. . 
school administrators, curriculum planners, life science and 
social sciencb instructors, yocational counselors, librarians 
and students.^ The handbook, is divided: in^o 4 
Career. Education and the Environment, Environmental Careers, 
Environmental Education Curriculum and Bibliographyii 



• Career Edu c ation Kit 
by A. H. Edgerton 

^, Science Research Associates, Inc. 

' . ■ , ■ ' ' ■ ■ ' " 

The Career. Education Kit is designed to provide 
S'tudents, school guidance workers and others^with reliable 
occupational and educational 'Information essential toi\. 

1. chobslng-> a career, .r-'- : 
_ ^ 2. making plans for training and employment . 

The materials contained In the career Information kit 
are* organized in an immediately a.vailable form by means of : 
coded ( numbered ): file folders.^ The total contents cover * 
practically all of the princ iple employment areas recognized . 
by the U. S.. Bureau of Labor Statistics, i ^ : 

: The filing system of the kit has been built into two 
related* sectlonst ; (1) occupation Information, which contains 
20^ folders including approximately 600 pieces of occupational 
literature on the overall job picture, long-term occupational 
trends, and predictions of spec if ic: career possibilities and 
requirements; estimates/of authorities^ concerning the' v 
employment outlook^ for new job opportunities; and detailed* 
information about specific jobs and; job families, as well'as 
broader areas and ddvlslons of work and ( 2) ; a collection of . 
practical guidance materials dealing with a wide range o|f 
problems in educational preparation and planning,: self- [ \ 
analysis*^ and' self-adjustment and job performance pointers and 
related practical suggestions. . / v v ' 

The ^vocabulary used in the career information kit should 
not prove difficult for the average -high school student ; 
interested in exploring a wide range of careers. ; , " 



Care e r Exp lora t .. 

1972 - ■ .. • 

; A'coustifon^^orpora*>°^ : • 

Over 100 cj^Ser titl^l^J^^, Contained in 
■ It is composed :of $o ki'ts» , the ^Ontai-ning: six filmstrips^ 
and cassette tapes ^^Q^erinJ g. . Sixteen job clusters. Career 
Explorati^ is: an e^pfiiien"^^^ ■ -^^s for the: average and below 
average: student. '^he infof' ,on deals with job content, ' 
prerequisites, an^ tangible intangible benefits. 



Career Ex-g iorajtigS 

',Kung,^^„ iriC'.'"^ ■ ^ y'^'-^ 

'This text i?^^ TeaCh^^^Q^JJ^Sparency Workbook in Social 
Studies. It provides easy ^ easy to understand color ' 

transparencies, focuse^w ^^Scific, universally taught 

concepts. Studen"^ vorkshe^ the form of spirit dupli- 

cator masters,; ar^ included., he book. They are designed 
for group and ind^Jendent ^ ^'^d are to be removed from' 
the book and reproduced fo^ ^^^ .^h seatwork activities. Thi 
text was designed. ^br?high students. The concepts 

presen.ted are ^aS^^ -to the ^^^1^^^ di^'ferent careers and 
corresponding educ^tiona^'' -I- * 

Career Exp lora t i oil^^nd__Plan^i^--,.. 

-by-^rU(5e~ET''Sh'ert'^^>-— T973'' - — — ^r--- 

' Houghton : Miff 1 in Comp^'^-'*^ 

i,. ■ Although thi J; texttoof^JJ^^^ciesigned for use by high 
school studehts, voc^-'^'i^^g^y^ a fit advanced for the 

average cooperatiJ^ S/ocatioi^Q, .^^^^^^ However, 
the teacher will ^■'-nd- the t^y , JJ'^aiuatle in terms of ' • 
supplementary mater^ial for p. ^ ^Ouj^ges as Job Problems, 

Career Exploratio/^„^nd Pla"Jt frW^^^ '^°^ ^^s^^"S "Techniques. 
The basic topics oi this te>^. . :^ self-study and understand- 
ing and occupatioriS;! explorj, g ^nd career planning. "The ; 
major :objectives ox the boo)^ to: assist the student In the 
following :vraLys» ^^^^ ^ .. 

1. To"coine t:o...g^ persP>i.;^^'^^derstanding of the meaning 

; and value of educ^g^^^^ ^ 
2i To understand' him^ _ - °^tter and to understand the 
- behavior o-j other^' 



Caree r Exploration and Plannirifg:, Student * s V/orkbook 
by Bruce E. Shertzer., 1973: 

"Houghton Mifflin Company 

Desighed to accompany the textbook. Career Exploration 
and Planning , ' this- workbook: can help the 'student evaluate his 
knowledge of the textbook and broaden and stimulate his • . 
thinking about himself and his future. ■ „ 

Two kinds of material are presented in the workbook. ,v 
For each chapter stud iedV there is a ••Review of Text; Material 
Section. 'V Also, for each ^ chapter, there are various Individ-; 
ual and grqupvactivities which allow the student' to answer 
different kinds of questions., express his .opinions and 
discuss his views with other members of the class. 

AlsjD included in the workbook is an Inventory of Career 
Exploration Behaviors which will aid the student: in gauging 
his progress in exploring career opportunities. . 

A Career in the Modern Office , Part It 'Opportunities in - 
Today's Office, by Phyllis Mor^rison,1969 

. Gregg Division 

McGraw-Hill Book Co.; . '\ 

The methods of planning for a careSer are presented in 
the first chapter of this textbook. Students are encouraged 
to look at themselves: closely, look over the world of work, 
then look. closely at a few careers. The text looks at 
"importan-t--s-ta-t~is-t4-cs-and~M-s:^^ — - 

tages. I Opportunities for men and: women, young and old are 
discuss'ed. Several chapters deal with the adyantages and , 
disadvantages./ of working in a large, or a small business ; 
office. The business careers presented in the book.areJ 
typist, file clerk, of f ice-machines operator, shipping and 
receiving clerk, and receptionist. 



Career Orientation , Film 

Coronet Films 

A group of students and their, counselor examine 
scholastic achievement, aptitude and interest tests--the 
basic types used to guide students toward the selection of 
a satisfying occupation. -The basic groups of aptitudes and 
interests- are fully illustrated in/ scenes/detailing a [ ^ - . 
variety of occupational categories. Indiyidual Counseling 
and consideration of scholastic record and extracurricular 
activities are" stressed as necessary adjuncts of testing. 



( 



C ar e e'r Skills Matrix--A Guide for Occupati on al Re a diness 

vThe Westinghouse Learning Corporation 

This inforniative Career Skills Matrix enables secondary 
"^students to make realistic judgements of entry level jobs. 
■This information -is designed- for secondary and post-secondary 
levels, with a guide for occupational readiness in a new, 
highly visual approach to vocational guidance . ' 

The Career Skills Matrix can be used as; a tool for 
Career Awareness and Oi^ientat.iori. Each , matrix explores in 
...depth five jobs:; charaa^t^ of the I5 job families . 

cr clusters, patterned after those suggested by the U. S. 
Office of Education. , : ^ 

Each of these jobs is -analyzed in terms of: n 
1. Job performance relationships. \ 
■"""^2. Significant worker traits. r 
"3* Requisite general and vocktional , education. 
Alpha-numeric symbols are used, on each chart to key the 
'relationships, traits, and educational requirements relevant 
to each job shown, and to a'Ssist in readability. 

Career World: The Continuing 'Guide to Careers 

Curriculum Innovations, Inc. ' : 'v ; ' / 

Career World is^ a periodical on the job world that ' is . 
rde siigned^ -fDr "-'hTgh-^-sc h^o'ol" 'S " 
during the school year, beginning in mid-September and enduing 
in mid-May,' Each issue includes an overview of one job area, 
some speciaL interest articles, and a section on jobs for 
students, among other things. Subscription price is $2.95 
per student per school yea,r. An excellent instructional aid. 

Careers , Film 

■■1973 ■■ V \-. : \ - ; ' . : ' . 

• Pa.thescope Educational Films, Inc. ■ ' 

Twenty-four career fields are examined in this! special 
program. Part I" provides the viewer with a broad picture of 
a career area, using interviews with real people working^n 
the^-"job. It stresses the importance of a specific careeJ?^to . 
society and says to the viewer, *'This is the kind of work 
you would be doing. This is how you would do it. This is 
where you would work. These are the people with whom you- 
would be working. Is this career for you?'* 



Part II stro.nses- the need for having the proper ' . 
aptitude, ••attitude, and acaderriic qualifications, and; helps, 
to distinguish what kind of person is personally fitted for 
•that career • ^ ' 

At :the end of each manual is a li^ of books and 
agericles that can be consulted for further information on 
'that career. ..The careers covered are: ^ ' 



t 

Nursing 

Ff.ealth ""'Servi^ies 
Journalism 
Computers 
Business, 

Administration 
Sales 

Education ; 
Lrfv/ Enforcement 



Construction . 

Agriculture 

Transportation 

Enp:ineering 

Community 

Service 
Food Service ■ 
Graphic Arts 
Fashion and 

Textiles 



Repair V/ork 
Government Service 
Conservation 
Leisure Time • 

Industry 
Social V/ork 
Show Business 
Auto Service and 

Repair 
Public Utilities 



" Careers and Lifes tyles", Sound Filmstrip 
Guidance Associates ; 

This filmstrip is-designed to .emphasize i:he relation- 
ships inherent, yet ma,ny : times overlooked, between personal 
adjustments and occupational decisions* It is designed to 
help young people conceptualize a career as; a flexible, 
change-centered: aspect of their future lives and lifestyles* 

:The eight-part program spotlights interesting individr' 
uals at richly detailed ^present poijits in personal 'and 

''"car'e^eT^'dev " 

decision making which led to present-point situations; 
explore pcrsorlal values; and emphasize the pov/erful, re.lation- 
shir> between personality and career choice. 

The program emphasizes tv/o important aspects of career 
.development: First, that there are no "right answers** or 
magic cure-all types of remedies to career choice problems.; 
Individuals must f ind, a v/prkabie series of answers through- : 
jawarenesB of personal values, interests, abilities, and 
resources. And secondly, that temporary setbacks and. 
conflicts are universal experiences; rea-listic optimism is a 
valuable asset in career planning* 

Careers b y Hoffman : : " 

: Hoffman Occupational Learning Systems 

The contents of this Occupational; .Learning System 
consist of cassette; recordings along, with related films trips 
for 25 occupations ranging frojn Licensed Vocational Nurse to; 
Photographer. The activity is approximately - ten "ftlrjutes in 
length, so ^that ythe avera.p:"e Cooperative Vocational E^ducation 
student will have ; little difficulty in 'maintaining .his^\ - 



■interest. Used together, the film and cassette explain the 
particular occupation in terms of qualifications necessary • 
for employment, v/hat the job entails, pay scales, and 
possibilities for advancement. The wide range of careers 
presented in , this- packet make it useful for the average as 
well as the above -average high school student. 

: This , is a r.-J^ange of pace type activity which can be . 
used by the studerit on an individualised basis. , 



.I>ecision 



Careerst §,?:^or3^ion^ [ a nd 
by Jack L../. Ret tig 

Prentice-Hall Educational Book Division 

. The main intent of, this textbook is to. help students 
make rational decisions affecting their futures. Its major; 
objectives are toj 

,r 1. Help> students analyze their own needs. 

2. ' Help stimulate self-awareness. 
* 3» Inform students of . the satisfaction they may receive 
■ - ■ from their working experience. 
: Prepare students for what they must realistically 

expect* to put into their work. 
The textbook: is a 128] page long, paperbound edition. 
The vocabulary is geared for grades 7 through 11 and should 
not prove d if f icult for the average i high ; school student. 



Careers in Law Enforcement,^ Film, 



" ■ : Pathe'sc ope ■~Ed*u(cai;16na'r^'FrIn^ T"'' ■ ; ■ ^'"^'7' r 

This, film gives a complete overview of the law enforce- 
'ment field, examining not only the general functions and 
potential satisfactions of policework, but the problems, 
dangers, .and challenges that can arise in the role of 
being a policeman or policewoman. ; It stresses the need for 
such people^ to be able to handle a large variety of duties, : 
emergencies and problems-:-not all of which are concerned with 
crime or violence. ' Police work is presented as a job which r 
combines personal challenge, on and off duty, with a chance | 
to help society. This film also | describes the professional 
standing of police work — the strong job security, the ' 
opportunities for advancement , and the possibilities for in- 
service education, including college degrees. ; . 



Car eers- in Re pair V/ork , Film^v ..: 
Pathestope Educational Films, Inc. 

.Through interviews, this material presents the personal-, 
ity traits and aptitudes needi3d by people who/ Wish to work in ' 



domestric and industrial repair work. The sa-tisfactions and 
disadvantages of a wide range,- of jobs are discussed. ; , 



Careers-Introduction to the V/orld of Work , ' ' 
1973 ^ ~ ~ ' 

Career Discovery Education Program 

* This program consists of an introductory unit showing 
awide range of careers designed to give students insights; 
into how interests, goals, and personality affec't career 
choice. The : Unit is based on 8 filmstrips with records and 
an accompanying; workbook containing a chapter on each film- / 
strip. The filmstrips are organized around the iU.S.O.E. 
career clusters. The paperback workbooks are written on and 
are appropriate for an 8th to ICth grade reading level. 

Careers, of the Pa r apro f e ssions: Future and the Present 
by Sara Splaver, 19?2 ^ 

■ I '■ Simon and Schuster, 'Inc . 

Recommended for' the average and above average secondary 
school reader, this book explains the role of paraprof ession- 
als in the fields of architecture, urban . planning, teaching, 
law, medicine, forestry and others. The text is informative 
reading for coordinators and students. 



Catelogjue for Guidance and Career Development ,' Sound 
Filmstrip 

' '/' ' ' ■ ' "'.„■.' ^ 

Guidance Assoc iates 

Detailed descriptipns- of the fuHr-color sound- film- - 
strips produced by Guidance Associates are provided in this 
catalogue. ;,Included are films on family- relationships, 
health and drug abus^ education, high schpol orientation, 
and career development. . " • - 



Choosing; a Vocation , Film 
Current Affairs 



The main point of this filmstrip is ^to present the 
idea that the iinskille'd v/o.rker is' at the low end of the .pay 
scale, and will proba ply stay there. The film also attempts 
to. motivate students ioward establishing a goal before they . 
graduate from. school. ' The combined effect of these two points 



is an emphasis on Ithe need 'to plan for and then obtain a 
skill in order to 'qualify for; job with the potential for 
advanceinent. , ' , ' 

Discoveryt A Career Education Program 
hy John Freeman 

Scholastic Book Services 

; Discove ry is"^a program that is be:st used on an ind ivid- 
ual basis. , By using the filmstrip and a career log, students 
have a chance to find out more about- themselves and careers , 
that' may be of great Interest to them. This self analysis is 
interesting and ^viable to most students, i, ^ 
, ; - The aim of this program is to get students to look at 
many different careers and to think about themselves as much 
as possible. : This helps 'them to keep an open mind ^about many 
careers which may have little interest to them now^ ' : 

The I Encycloped ia of Careers and Vocational Guidance . 
Volume. It Planning Your Career. Volume IIi Careers and. 
Occupations • ■• ^ - : : , ■ 

by William Hopke, 1972 ; ' - 

J. G. Ferguson Publishing Co. , 1972 , ^; : : 

The ; Encycloped ia of ; Careers and Vocational- Guidance is 
designed to be used by junior: and senior high school students 
their-'parents and^ school counselors who have ■ a need for both 
general and specific career information and for suggested 
appWaches~~t'6'''educat^^^^ The' "ency^ 

pedia^ contains ; information about ma jor . industries,, spec ial ^ 
fields, vocational: guidance and individual as well as major 
groupings of occupations covering 9Q?5 of' the occupations 
class if -ied by the , Diet ionary-of Occupational Titles . Volume 
I is' intended to supply ideas "for guidance and to acquaint 
the student- with various areas of work. ; Volume II is a 
reference book which gives spec if ic information about many 
careers.,; \ ■ , 

Essential Aspects of Career I^lanning and Development 

The Interstate Printers and Publishers, Inc. 

In .describing the world; of work, this book discussesi 
how to pl^n for it, how to, work with others, employer- . ■ 
employee relations, job security and many other interesting 
subjects for the student who will be, entering the working 
world i. upon graduation from high school. : The |text Is designed- 
for a, secondary reading level. 



High School Course Select ion and Youth Ca reer , Film 
Maryland State Media Service Center 

This program shov/s "students how course ^selectiph can 
help them 1. Prepare for future training and education and 
.2v Pinpcint their own aptitudes,, interests, and abilities. 
Part I emphasizes the importance^of English, Math, Science, 
and History toward personal career growth,, and discusses the 
. values and purposes of academic, vocational and general , 
diplomas.- Part II. relates elective courses to practical^ 
career plansi .Language courses. Public Speaking, Mechanical 
Drawing, Home Economics, Cultural, Enrichment courses; high- ^ 
lights- the on-going value of extra curricular activities: 
school newspiapers, band, sports, career and service clubs. 

If You're Not Going to College ; i ■ . 

Guidance Associates 

Part I is designed -to start students thinking about 
realistic ' career possibilities in such fields asx the 
military, linguistics, fashion, performing arts, landscaping, 
hotels and resorts, drafting, and photography • It outlines 
the first important stages of career planning, including: 
measuring one's: ov/n needs and aptitudes, relating them to 
careers, selecting appropriate high school courses, mastering 
the job interview, and adjusting to the first job. ' Part II 
emphasizes the Importance of specialized non-college training 
It, investigates various junior college and . technical . school 
programs, and examines tha growing impact of autoTnation and 
the resulting needfor technically skilled personnel. 

individualized Related Instruction for Entering- the World 
of Work 

by Grady Kimbrell and Ben Vineyard, 197^ i 

McKnight Career Publishers , 

Constructed as a text-activity manual, this book -is ' 
primarily " aimed at students who are not enrolled in a job 
related class but who are in a work study program. Although 
designed for the above, it can be of value in the job related 
class. The following areas are covered . through readings and 
lac tivitiesi Career Exploration, Applying for a Job, Empldyer- 
;Employee Relationships, and a Self Inventory. The' text is 
easy If or students to read and is illustrated with amusing 
cartoons. 



job-0 ■ ■ ; 

by Arthur Cutler, Francis Ferry, Robert Kaulk, and 

Robert.. Robinett, 1972 ; : ! '■■'.[:: V;, 

■; Sequoia School District J ' ^ 

J'Ob-0 is an exploratory assessmen't kit aimed at 
helping the student find out what he would most like to do, 
what job best fits his interests, and what skills are needed 
to get that job. This is done , by having the student answer 
questions about his educational and^ occupational, plans, and 
about what kind of job he would lilce -to have. Hiscanswers 
are then matched against. answers correlated with various: 
occupations. The objective is to give the student an idea 
of how his occupational plans match up with actual" job 
requirements., Job-O-does not measure ability or aptitude 
and a trained examiner is not required to administer it. 
Job-0 questions students' on very broad, interests only, and 
while it might be useful in stimulating discussion, it is not 
a detailed or comprehensive occupational interest inventory . 

Jobs and Gender , Filmstrip arid Records 
Guidance Assoc iatPS^ 

'The lively^, . in-depth inti.erviews inj^this set challenge- 
stereotypes abo^ut "men^s Vdrk''. .and "women'^s ^ work. " Pat 
Korbet, a carpent^^^r, discusses feiow she entered her trade, - 
her relations with co-workers, 2:nd the ways .In which her work 
has affe-cted her respohsibiiities as a mother. She also 
makes some general^ com^nents abomi:^ carpentry as a field for 
women. Robert Pratt, a nurse, talks about his humanitarian 
moti"ve§, note's tfae increase inmale. .nurseg, and discusses 
the Qhanging roles in clinical and administrative duties. 
Newspaper .reporter Sleanor Kaii:er explains her start as a 
secretairyv discusses her training program, and cites examples 
of lingering professional discrimination, and the areas in 
which she 'feels it is weakening, j ; — 

Jobs — A Programmed Text " v ■ i- 

by William Andelrson- • \ * ■ : v 

Opportunities for Learning, Inc . • . 

Anderson has developed a set of materials, containing 10 
programmed texts entitled "Jobs**; 10 student prof i^les; The ■' 
Jo^ : Book ; and an ins'truc tor ' s manual. The material is 
presented .-in story form around a male character named Joe. • 
Content includes information on attitudes, appraisal of^ 
abilities, -looking for work, - and job interviews. Jobs is 
intended for all, levels of educational ability. 



Jo bs in Your Future 

by Merian Lee ' . 

: Scholastic Book Service;' I 

: Some students may ' think that a job is infinitly 
preferable to staying in school, since a job seems to bring 
in the inoney that can lead to the immediate acquisition ■ of 
possessions. This text attemp'J^s to teach students that many 
of the basic skills they should learn, in school are essential 
for survival in an automated society.. , 

The. book aims at taking the student from where he is 
now through a sequence which expresses his vocational 
interests, his skills, and his needs. Through stories and 
practical exercises, the student learns about eight career 
fields and the steps necessary for finding and keeping a job. 
Students on a below average or average high school level can 
make use of this book. 

The Library' of Career Counseling Films 

■ Counselor Films, Inc . 
Career Futures, Inc . ; 

films covering many different careers are the 
contents of The Library of Career Counseling Films . This 
company has also made available a film entitled' "The V/qrld 
of V/ork," v/hich divides the v/orking world into major cate- 
,fi.ories and shows selected occupations in each. Students 
are" encouraged to examine all career possibilities and the 
relationship between their own talents and interests and the 
requirements of major career fields. .,, . 

Occupational Exploration Kit 

Science Research Assoc iates, Inc . 

This Occupati on al Exploration Kit can be used by the 
average cooperative work experience student without difficulty 
The kit contains an .occupational scanner which enables the 
student^to ansv/er some questions about him/herself in terms 
of his/her special interests, math skills, educational plans, 
and verbal abilities. Based on this information the student-; 
then has an opportunity to choosy from an alphabetical list 
of 200 occupational briefs according to his/her needs and 
abilities. 

The kit also contains an Occupational. Exploration Kit 
Stude nt Record Book which gives explicit! and easy to follow 
directions on hov/ the kit operates. A checklist of 'occupa- 
tions is included in the workbook for the student • s use as 
v/elli/as an occudata sheet which can be, .helpful to the student 
in discussions about his/her feature with parents, teachers 
and counselors.: ; v 



Occupations ' / 

ed . by Caroline Blake ly 

■New Readers 'Press ■ '■■^..'■■■/'O'^v'' ^ . 

The following areas ajre covered in this guide to careers: 
service, service in government^ paraprof essional, clerical, 
hotel and restaurant, 'driving, and skilled manual occupations. 



Occupations 2 ^ - 

ed. by Dennis Schroeder ;|; v • ; ' - 

:New Readers Press' /' .. ''.^'■■l 

Semiskilled, skilled', technical, clerical jand : sales', 
and paraprof essiorial occupations are covered ' in; this text. " 
This guide also deals with self-employed worker's and jobs, for 
supplementary income. , 

Occupations and Careers 
. byi-S. Norman Feingold and Sol Swerdloff, I969 ' ^ 

McGraw-Kill, Inc. V 
■ . '• \ . ■ • "' 

Part One of this two part textbook concerns itself with 
the student and his career. It explains the importance of 
learning about oneself and the relationship of school subjects 
and careers, ^preparation for work, the many kinds of educational 
and training opportunities open to the /student and what it is 
ireally like to he a part of the work world. Part Two of this 
itextbook concerns itself with broad occupational groups, : such as 
professional technical occupations, administrative and 
managerial occupations, clerical occupations , sales occupations, 
etc. This :sectlon lists the qualifications and preparations 
heeded' to pursue each occupa±ion,/the earnings of that occupation 
working cond itions and^.a^ outlook for a large number of- ^ 
individual, and ocS^t^fra^ional groups. The vocabulary in the text- 
book should not, prove difficult for the average Cooperative 
Vocational Education student. , 

People and Choices ('*PAC") Career Folios 
by Division of Urban Education, 1971' 

Harcourt Brace Javanovich, Inc. , • 

Of this series of ten career clusters, five clusters 
are now available In the Prince George • s County Coord inator* s 
media centeri ■'Teafching-Soc ial Work--Government; Buslness- 
Financei; V ■ /'Saienc'e-Technology ; ••Communication-Transportation, '* : 
"^andi " Creative Arts". ' . ■• 



Eachlcluster is composed of ten folios concerning' an - 
individual who is successful in a career. Each folio has some 
details of this individual's backf?:round and relates how he 
came to achieve job success. Many, examples of minority 
success storiels are available. The units are printed on 
extremely durable paper' that appears to be as strong as oil- 
cloth. Each episode is interesting and includes pictures 
and diagrams of related jobs. This series is useful as 
optional reading for a career arid job opportunity course. .. 

PeoTPle V/ho V/ork in Factories , Film ; ' 

Coronet Films * ' i ; | 

While, following factory workers through a typical day, 
a young boy discovers how many people work together, combin- 
ing their different skills in order to produce one of his 
favorite things — a bicycle. ; 

A Place to Go , Film 'l: 
Modern Talking Picture Service 

This film shows three high schoql students getting a . 
, complete inside look at the 'modern trucking industri^. They 
are shown the many , job . opportunities which exist for young 
people in the field. 

, Real People at V/ork 

Changing Times Education Service 

Sixty titles of case studies make up the "contents of . 
this series. Each study presents occupational information as 
well as some indication of the person's life style / interests, 
and hobbies. Sample titles include: Pest Controller , Office 
Worker, and Industrial Film Maker . The reading level is for 
2nd and 3rd graders reading. on level; for secondary students, 
adult basic ed.^ special ed. and slow learners who are reading 
well" below level. * 

The Turner Career Guidance Series : 
by Richard H. Turner, I968 

. . Fcllett Publishing Company 

Six areas of employment exploration are dealt with in i, 
this excellent series^ of paperback 'books (ex.: "Wanting a Job,";; 
iVHolding a Job, etc.). The material is on a high interest 



"level with a\ low reading level. The niain thrust of Turner's 
work is its appeal to culturally deprived or culturally 
different children. - The activities and exercis-es acquaint 
students with broad job classifications and the^ occupations 
within them. ,.' 



The. Turner Guidance Series i > 

by Richard H. Turner, 197^ - ' /: ' 

Foliett Publishing Company 

...Thev six books in The Turner Guidance Series provide a 
continuous story of the practical job experiences of several' 
young men and women. Each book "deals with a maj.or concern of 
occupational and carreer experience t ^V identifying aptitudes; 
skills and abilities; taking on job 'training; working, at 
specif ic occupations; seekirig, a new job through necessity; 
developing skills and responsibility.; and finding satisfaction 
in a career. This series ! provides background and related 
information on the qualifications, education,- training, and 
expectations in many occupational-.f ields. In addition, it 
presents information on the forms, procedures, and operations 
of the world at work. 



j ob entry, and ad j ustment 

An important goal of cooperative work Q^^^perience 
programs: is to aid the s tudent in ad justing ' to a "real lif e*' 
:worki envdronment. A job v;ill often require behavior patterns 
. which are new to students. Employers cm have expecta tions 
difficult for students"' to fulfill at first. Interview 
behavior, peer interaction, employer-employee relations, job 
termination,' conflict resolution,, among other topics covered 
in this section, relate to important personal. and non-- 
technical skills essential in locating, securing and 
retaining a job. . ' : , 



Paslc Job S ki ll st. Handling; Critic j sm . Film- : 

by Dean fi.. Malsbary , ; ; ; : 

Coronet Films, No^ 3^^3l ^ 

Different for'ms of critictism are presented in this film 
by using five examples in different occupations and work' 
isituations. Studentr5 are shown tiist people can face criticism 
;in a c.3lm, reasonable manner or in a negative manner, and 
ithat one choice leads to problem solving while the other leads 
ltd .the breaking: off of communication. • . , 



Basic Job Skillsi Handling Responsibility ,> Film 
by Dean R. Mal^sbary and Richard Zuromski 

Coronet Films, No. 3^82 

As role~playing^ key participants in four different 
environments and job situations, young people demonstrate* 
variations on the theme of -^liandling responsibility. In each 
case ; thi^^ characters play roles in'^olving different^ levels . 
of re^spo risibility. Af/ter each presentation, a summary is 
made of tH^ important points^ 



Basic Job Skillsi V/orking with Money , Film ; . 
by Dean Malsbary * ' 

Coronet Films 

Six young men-ahd women working in service jobs and 
retail sales jobs give 'their impressions of what workihg 
wi'th money -is like. Each worker illustrates his or her 
daily 'routine , with--' spec ial attention to handling cash, 
checks, CTredit cards, registers, receipts, and customer 
relations. 



Farewell to Birdie McKeever , Film , 

Stuart Reynolds Productions 

^ This film dramatizes how one • s expectations of others- 
affects communications, and illustrates how to listen with 
^understanding. It .presents a light and entertaining story 
about a receptionist and her employers. Underheath;_t ^ 
humor, however, is a provocative situatign.-which'^^^^ 
signif icant{.questions about em'|Dloyer-e'rnplo:^ee: relationships 
and the whole area of underistanding (and misunderstand ing); 
between people. . 

Following; Directions 

by Evelyn Jenkins ' , | 

; Western Tape 

Following; Directions is a mini-simulation in which the 
student takes the role of an afternoon employee in a real 
estate off j.ce. The student is. required to perform a number 
of functions— taking messages, clerical duties^and general 
office work. The directions are on five cassette tapes. 
Also included is a set of forms, a student handbook and a , . 
teacher 's manual.^ ^ ' ,* 

' All directions are given on tape so that the student 
must: listen /carefully aM write, down all information. Skill 



isi also developed in determining, the right kind questions 
that need to be asked regarding various tasks. This 
simulation requires twelve hours to complete. It is 
recommended that students be in their third , semester of ■ 

typing. : • : ■ : , . r :1 , 



Get That Jobt Changing Jobs / Film : I ; i . . ' ■ I ^ '! i 
Coronet Films, Nov 3548 

This, film focuses on a girl who is contemplating v . 
.changing jobs. She learns how to objectively evaluate her 
present job before making a, final decision, how to find new 
job leads, and how to properly resign from her old job. 



Getting; Along on Your Job 
by Theodore Shannon, 1973 



Ohdo State Department of Education . 

Designed as a narrative' account of 10 incidents- in 
various job situations, this book provides the student 
preparing^ for employment with a variety^' of thought-provoking 
questions. ^ They dearl with behavior, work-attitudes, personal 
habi;J;s, honesty and safety practices on the job.' Each 
incident ends in a series of -questions that should, initiate 
self-questioning and classroom discussion. 



Getting; and Keeping Your Firs^ Job , Film, with 2 discs 
and guide 

Guidance Assoc iates i - ; 

Part I shows students how to select opportunities and 
make appointments through classified advertising and public 
-and private job agencies; how to best prepare for and succeed 
in the job interview, take/tests, and fit into the new job as 
quickly and smoothly as possible. Part II suggests ways to 
gain and hold the respect of fellow workers, accept construc- 
tive criticism from others, make just cpmplaints effectively, 
present original ideas „the right . way and to the right person, 
surmount routine' job problems, ask for an increase in wages, 
and most important, make the first job a learning experience • 
which will benefit every job and career step that follows in 
years ahead. 



How to Find and Apply for a Job 



by Kushni3r and Keily, 1975 



South-V/estern Publishing Co. ^ 

Designed to help anyone seeking a job, this book covers 
such .topics ^s selling yourself r discovering opportunities, 
the personal interview, the application blank and letter of ' 
application, i ^ 



How to Get That J.ob ^ * - : - • 

;BowTnar. ^ z":' ^ ■ ^ 

How to Get That Job is a multi-media program consisting 
of bdoks, records, and cassettes* It is- designed for 
vocational educational students on a. secondary reading/listen- 
ing level. An instructor • s handbook is included, which 
contains useful suggestions to help students . suQcessfully • ' 
bridge the gap between hoping for employment and actually 
looking for and finding a jobr -.-o, , • ' 

The Job Hunt , Film : ■ ' ■ - 1 ^ ■ 

Coronet Instructional Media . \; 

The. Job Hunt is a series of 10 films which include the 
following titles: ' Exploring" Career Opportunities; Getting 
Job Leads; Taking Employment Tests; Building Your Resume; 
Writing Letters of Introduction; Preparing for Your Interview; 
Filling Out Job Applications; Following Up; Your Interview; 
Wages, Work" Rules arid Benefits; and Performing on^ the Job. 
This series provides relevant career infoiTnatioh and ' is a 
practical guide to the skills and procedures needed by the 
job'seeker. The student is taken through the various stages 
of job hunting and is acquainted with some .of ^the specifics 
of wages, work rules, fringe benefits and' on-the-job human " 
relations. J 



Job Orientation , Catalogue No. 2-3.1 

Milady Publishing Corporation | 

Job Orientation ( Student ' s Manual ) is a textbook 
covering the following; topics: !four Individual Job Needs; 
Evaluating Your/ Own Job Qualifications; Making** Job Applica- 
tions; The; Job Interview; Starting the Job; Understanding , 
Your Job :and Your Co-Workers;, and Your Future on the : J'ob. 
This textbook^is designed ito help students learn: how * toV 
marked their job skillsimore creatively and more ■realistical- 
ly.; It also helps students understand how to get started 



properly on a ■Tfew'^Tji^-b^.^^^ how to work toward advancement. 

• Job Orientation (Tea''cher's Manual) is a teacher's, 
manual: including complete lesson j5Tans, for 12 hours of. 
instruction, keys to the self checks in the student ' s manual, 
suggestions for the completion of student . projects, a final " 
examination, and. answers to the final examination questions. 
Also included is a set of twelve transparenc ies f or the ; 
overhead' pro jec tor. V'^ 

Job Survival Skills Seiries : .. • : ; 

Singer; Career Sy-stems - . 

This set. includes 13 filnistrips and casse 
presents a variety of topics: to help students achieve success 
on the I job. Topics! of vdiscussion dncludei good grooming, 
communications, self-awareness, job. attitudes, and getting 
a!long with co-workers and supervisors. 

Me and Jobs ■:.':■■'■■■■■■/''].■;' '''y\^-''\ '.l^ i'"^ V' i;':;,.;,:^' 

by Dennis' Hooker : and Aimut Fleming,: 19?^ 'v' ' 

Educational Design, Inc. 

Me and Jobs is a workbook designed to help students - 
learn about themselves, ^about jobs, and about applications - 
and interviews. Students are taught how to match up their 
skills and interests with potential- job areas.^ Since this 
manual: is designed i as a workbook, it contains many different 
kinds of assignments, examples jand charts. 

New Knowledg;e Needed to Obtain V/ork : 
by Thomas J. Jacobson ; 

Science Research Assoc iates. Inc . ^ | ^ ! 

: ; This overhead transparency program illustrates how to 
select a job and apply for it. |v It consists of 6^. trans- . ^ 
parencies grouped into seven topicsr Selecting a Job, ^ 
Finding Employment Openings, Filling Out an Application, : : 
Preparing to Take an Employment Test, Preparing for the ; : 
Interview, and Follov/ing Up on the Job Application. ^The; 
accompanying text elabor.^tes on key statements made on the ■ 
transparencies. ; 



New Rochester Occupational Reading ■ Series — The Job! Ahe ad- 
by H. R. Goldberg and V/. T.. Brumber , ^ | 

: V Science Research Associates, Inc. ^ 

: This program provides reading instruction arid informa- 
tion about the working world for nonacademic students. 
Stories emphasize attitudes and skills for success on the 
job and in society. The text is printed, at threelreading / 
levels (grades 2-5X. Each level has the same subrject matter, 
sequence,, illustrations, 'and cover. / 

Occupational Essentials / / 

vH. C • J ohnson Press, Inc. . ; - ; 

: Vocational Education Division^ AVA 

This text is a combination workbook/ref erence \yhich ' 
covers the broadest range of employment skills and attitudes, 
from initial preparation to advanced training and the real- 
ization of challenging job opportunities. The book is 
comprehensive and practical,' having been proven; effective in 
hundreds of applica^tions throughout the U. S. , It is useful 
in helping disadvantaged persons understand themselves, then 
seek, gain and hold meaningful employment- The book is 
desie:ned for a secondary, reading level. ' 

^ ■ ' ■ ■ (: 

. ' ■■ - f 

■ ■ ■ ■ ' . I 

Occupational Essentialst Skills and Attitudes- for Employment 
by David J. Richter 

H. 'C. Johnson Press, Inc. / ,, 
Vocational Education Division ■ 

The aim of this book is to help students acquire the 
skillsand attitudes necessary for finding and maintaining a 
job. It was written in order to provide a cqncentrated 
course of study about employment that is a practical approach 
to the teaching of career awareness. The book is divided 
into 6 chapters covering the following topics; Awareness^, of 
interests and talents; where to look for job; openings; how to 
secure a job; h^ow to succeed/on the j ob;' sel^df-evaluation 
(includes grooming and personality) and cerminating a job* 
Assignments and discussion questions are ..provided along with 
the instructional material. •! 



Personality Development for Business j ^ 

by Russon, 1975 , ^ ! 

South:-V/estern Publishing' Co. | 

■ ■ " ' ■ ' .\0- ■ ■■ ' ' ■■ i ' ■ ' ' ' ■ • ■ ' ' 

To guide the student toward developing the work habits 

that lead to success in thei business office, this textbook 



emphasizes such 'topics as human relations, business psychol- 
ogy^ and personality development. Follow-up activities and ; " 
case problems at the end of each chapter give the student 
the opportunity to develop practical, solutions to the 
personal and business behayiori problems ;that can arise in- the 
business of f ice.^ ^ '-'^ > 

Sina;er. Job Survival Skills 

by Singer Education Division 'y-^' '■i'^-\'^:''y 

/;6areer Systems ^; v'^; ' ^'.^ / .■■•.P ■■r.: ' 

l]!he "Skills** kit explores in depth those personal: and i 
non-tejchnical: skills required to locate^ secure, and retain I 
a .job.| It is completely organized for a group leader, with ; 
methodology : and techniques emphasizing group discussion and ■ ; 
-encouraging individual 'expression. This system utilizes ^ ; j 
filmstrip input units, reinforced with 42 job-related 
exercises, both written and oral. Up to 20 students may 
partic ipate , regardless of age, sex or background. The . ■ , 
class time required is approximately 25 minutes. This kit 
is designed for a junior high school read ing/partic ipation 
level. . ■ , ., '■..:■!.■ ,"■ ' ■ ".-.-i'." 



Social Skills Development, A Unit in Career^ Education i 
by Donald Haberman, Julie Pycha and Mary Veline 

Counc il. Bluffs Community School 

: This book was designed for use in the classroom and its 
aim is to teach high schoiol students the social skills needed 
to find employment, learn on the job skills, and maintain 
employment. Making use of direct instruction, examples, and 
actiyities,^ the text teaches students the following skillsi : 
"^how to fill out an employment application, how to. conduct a 
job interview, appropriate employment dress, ^cood grooming 
and personal care, telephone manners, verbal communication ^ 
and good listening, letter arid memorandum writing, and ' 
adjustment to fellow workers, and the work environment . : 

Student *s Personal Adjustment to Work ■ 

1973, , ■:■ :■ ^j;'^;:; ■■■r;'. :: \, ^^''"-''"^ 

; University of Texas at Austin 

Designed for use by the cooperative, trade and/or ' 
industrial teacher in the classroom, this book presents 
spec ial information for instructors on. the use of group 
discussions , audiovisual equipment, lesson plans, and public 
relat ions. Lesson topics concerning the student include 
safety, job application, job attitudes and relations. 



(i ()• 



•personal ;traits, money and banking, and school and civic \ 
responsibilities. Fifty-three transparencies accompany the * 
text and may .be used t'b strengthen class discussion. The \ 
book consists ■ of 48 assignments ; and : is 324 pages in length. 

■Tr ouble ^a;t Work ; ./ ■ ? / : V^.:-;'- , ^'^'^ ■ ■ 'iVy'^^^'''^''- ' -i..^-:"^ -rf 

■v'^Guidance -Associates '^^ ^'y ^ 

: :i Tr ouble! at Work consists of 4 filmstrips and 2 records 
v/Hich; present i:;realistic drainatlzations of: office^ problems.. 
They deal v;ith conflicts involving such elements as stern 
bosses, absenteeism,; family problems; whicl? af fee t ' one Vs work, 
/ambition, ;iand,|:;mistak^*./ ..'■^ ■ i'— r '"'/v/., ^ 

The V/ork -Experience : 7 - films for guidance and career : v 
■education ^: -y./' -.'^ v/V'^^'.] ^■: ;"'■,■■■ -r" 

Sandler Instructional Films, Inc. 

Sandler Instructional Films has produced seven films 
dealing!with the world of work. 

The Women's Prejudice Film explores the place of" women 
in the . job market and examines prejudice and stereotypes. 
(IS minutes )r 

The V/ork Prejudice Film investigates some of the stereo- 
types and misconceptions prevalent |in the working world. It 
shows the kinds of successes that are; being achievedby a 
.variety "of ethnic groups. (12 minutes) . 

I Want to V/ork for Your Company is an 11 minute film 
:jhat explores the first job . interview" and how to deal with it. 

You r New J,ob is a ten minute film which takes the. viewer 
.through a typical first day of work. 

Person to Person » * . Making; Communications V/ork for - 
You examines fac ial expression, body language, eye contact 
and vocal enthvisiiasm and the role they play in of flee communi- 
cation /:■;•■■. ■(;11: r'^ir^vites) " : ■■■:i,,,: ^ \ 

What^D o We Look Like to Others ? In this film the viewer 
isi: reminded that he is seen befor^e- he isi heard . The importsmce 
of maintaining good personal appearance ,; conduct and personal 
habits in the office situation is portrayed • (11 minutes) 

Wh at is Business . ■ This film acquaints the student with 
what a business is, how it operates/ who operates it, and* 
who is responsible for making short-term decisions and over- 
all policies. (10 minutes) ' 

These films are obtainable on a purchase or rental 
basiS'. . ■ 



The World of Work--Ge tting the Job 



1969 



McGraw-Hill, Inc. 

V This is a collection of I fifty job analysis situations 
prepared along the lines of individual comic books. ; Each 
book is composed of, a three page narration followed by a. 
^fourth page for jdiscussion or analysis . of the episode. 
iMaterial -is easily readable and should appeal to most ; stu-i 
IdentS:. This series can "be used by students individually -or 
■ ■ih bmall groups. A cardboard: file as; available to file : the 
series by episode number. , ' 



Your Attitude Is Showing ' 'v 
by Elwood N. Chapman. , ,. .< 

Science Research Associates . , _ 

Chapman's book deals with a variety of -human relation: ; 

problems faced by employees. Various.iareas of concern are. 1 

explored through text readings; and then case studies. > J 

Through the case studies students are shown me thods, of coping 

with; problem^ as they arise. The book is easy to read and; is 
; suitable for students in grades 9-12. - ^ ' 

Your First Week on the Job , Filmstrip and casse tte I or ; records 
Guidance Associates ' 

The humerous dramatizations in this set ; are, designed /to 
help. ;Students reduce theirs anxious feelings when ;,considering 
a first gob situation. ^ Student ^confidence Is; facilitated by : 
the iritrbductipn oif key ■ rules; of thumb, ^common problems : and 
the waysy of finding solutio^risV; -Part ;I: includes three' ^ > 
individual segmentsi Priorjlties, Office Manners,!; and; -Taking ; 
a ;Phbne. Call. Part IJ conliainsr Of f ice Grooming, Taking aj ;; 
Break, and Dealing with Complaints. , The setvcreates situa- : 
tions which: ac tively involve students^ ;in analyzing strategies 
suggesting alternative behavior^, building their ; own dec ision 

^making processes, and .participating in problem solving : ; > 

-experiences. 

vYbur Jobi Fitting In , Film 
by Daniel Kruger . 

Coronet Films, No. 18^1 

After witnessing the actions of an | employee who is 
fired for doing- "too little" and the actions of an employee , 
who is fired for. trying to do "too much," the viewer is 
challenged to de'cide how he would ; respond to each situation. 



Your Job I Getting; Ahead , Film 
i by ; Da n i e 1 r u ge r v : 

Films, No* ;i84i^ 

: Experienced workers, interviewed at their jobs, give 
-tips : on getting ahea^ that we see applied by a young 

•:;man entering upon a career as a. newspaperman. Questions - 
about changing jobs; recognizing dead-end jobs,: picking 

•areas for advancement and planning for additional education 
,are answered frankly* 

' Your Job • Interview ■ 

Guidance Associates 

■ ^ i Part I^'shows students how to prepare for the successful 
;, interviewr , how to organize and write „a resume, research the ' 
.company, be ready^ to enlarge on resume inf ormatiorii, and 
respond to questions by emphasizing experience most relevant 
to each job situation. Part II examines how to dress for the 
interview, how to control voice and manner, when to ask 
questions, and how and when to discuss salary and working ' 
conditions. It also stresses the dangers of faking, showing 
off, or -'selling yourself short."^ Personnel managers discuss 
"common mistakes new job seekers make and point out the inter- 
view behavior ^that impresses them best. "How to** information 
supplemented with strong rnotivational content enables students 
to bring valuable new self-confidence' to job interviews. : 

Your Jobt You and Your Boss , Film 
Coronet Films, No. 18^2 

The relationship between worker and boss is seen from 
both points of view. Interviews with supervisors and 
employees at their jobs help to answer many, of the important 
questions faced by young people regarding dependability, 
.faTniliarity and authority. Bosses and employees also relate 
the qualities that they expect from each other. 



Your Persona^lity and Your Job 

by Daniel Sinick ' " 

Sc ience Research Assoc iates. Inc. 

This pamphlet may be secured by writing to the Science- 
Research Associates, Inc. and asking for free copies. It 
lends itself to a . senior high level and, in some instances, 
'requires the teacher's guidance for proper returns. 



; . The ^pamphlet is an excellent choice of material for a 
human relations unit. The following areas are, d'iscussedj 

a.. Personality 
; ; ^ b. Looking belo.w the surface ' $ * 
c. ExpJ.oring-ypur own personality ' • 
'rt. A pe^^son is a many-sided, thing- and :' . • .. ^ 

; : e. Satifsfactions of work situations ^ 

The* pamphlet also gives^'^^severrjal charts that students 
may use for. self-inventories. An additional checklist is 
available, for the summary activities. , • 



pe rsona I' ad j ustment 

■ • The resources listed in this section can be^ of use as 
an aid, to the coopeipative' work ^^perience student in, coping 
with his, everyday problems. Material' on ; money management,/ 
good grodm^-ns;, consumer edueatiorv safety, among other topics 
relates directly to situations ehc ountered by students in 
school , at home and on the job.' ' : ' , ' ; : ■• ' 

The : American Consumer-Tissues and •Decisions 

by Herbert M. Jelley and , Rtfbert: 0 . Herrrjiann, 1973;: "/ 

■■■■ .;:L:McGraw-Hill\;'; Inc'. / ■■ .r.:^ \ /''"V '/^ ■ ■ 

■■ The ma jor 00 jec tive of this textbiS^k : is to prepare |: 
s"&udents to become better consumers. It can -be best utilized 
by the job coordinator when teaching a consumer unit. I 
Emphasis is on^ building the positive. and constructive; atti- 
tudes which enable the consumer to onter\the marketplace 
confident of his-abili:ty to make the many important decisions 
required of him. : - * 

The textbook stresses three major areas of study: ' 
1^ Money management, including credit- buying.' 
2. Buymanship prrnciplesl 

3» Cpnsumer issues, .which incliide^ a look at the.' 

existing laws, goverhment' regyla-tions- and business^ 
practices that claim to protect the consumer's { 
interests. ! p ■ : 

The book's vccabulary can be handled' by the high school 
senior without' too ir-.;-h difficulty . An a.cc ompanying workbook 
provides an exaell-.:^ ' array of activ^ities. Th^is is a^ good . 
source for the currc/it la^s and regulations which protect the 
consumer in today ' s marketplace . " - ' ^ 



Maryland State 'Media Services Center 

This film shows an .experienced teacher, who is about 
to interview a student interested in preparing for a teach- 
ing career,' recalling what teaching has meant in his own • 
life. Flashbacks depict his 'first teaching job and the things 
he learned from his students. Another scene is devoted to an 
experience in which he has helped a boy alter his delinquent 
ways by providing him with* a school activity. The reformed 
boy is the student to be interviewed. The emphasis on the 
teacher as a general counselor of youth, as well as a subject 
specialist, is a strong point. * 



Basic Skills for Everyone ' 
Cebco Standard Publishing 

This booklet gives information onj . making a chart, . 
reading a map, keeping a record, opening a bank acfcount, 
reading h^lp wanted ads, finding information in a newspaper, 
using a telephone book, filing, addressing an envelope, 
figuring time and pay, plus many other interesting and often 
necessary proceisses which will help young pe6ple learn about 
the procedures of everyday life in their cominunity. 



Business English and Communication . 
by Marie "M. Stewart, Frank W. Lanham, Kenneth Zimmer and 
Lyn Clark, 1972. ^th edition v; . 

Gregg Division . 
McGraw-Kill Book Company / 

This textbook provides the spec ialized education and ^ 
training that can give the student competence in all phases 
of ^.communicationi writing, speaking, listening, and reading. 
The student is able to study and, practice activities on 
developing' vocabulary mastery, improving listening and reading 
skills, ^structuring messages that contain effective .business 
communication methods, and using the various 'tools of a 

-writer. A special feature in the textbook . is, the emphasis 
placed on writing with an understanding of human behavior as 
well as a firm grasp of mechanical principles. 

The textbook provides excellent application exercises, 
student pro jects, activities, and objective tests. The text 

'may also be used in Shorthand I and II and Introduction to 
Business. It is designed for grades 10-12. 



,, Business English in Communications 

by William C. Himstreet, Leonard J. Porter, and Gerald W. ' " 
;;iMaxwell, 1970. :2nd edition 

Prentice-Hall, Inc. ' 

This textbook presents a comprehensive coverage of 
fundamentals, including many points: that can cause questions 
on the job. Some of the topics covered are: The Power-of 
Speaking and Writing, Using the Language of Business Com- 
munications, Controlling Ideas by Using Punctuation, Knowing 
the 'Right Words, and Expressing Ideas Correctly. One; section 
of the , book provides Ithe student^^ w 

writt^h English, :c in the form of the various types of 

business : letters, such as Inquiries, Requests, Acknowledg- 
ments »; Appointments, Orders, Remittances, Sales, Employment, 
Credit an^ Collection, and Adjustments. 

The book c'ontains various end-of -sec tion features that 
serve as an excellent review. An activities book and test 
book are also available, providing excellent training for 
taking job-entrance tests. The textbook ;can be used for any 
subject in which a review of business English may be 
: necessary, such as Shorthand I and II, Introduction to 
* Business, Typewriting II. . The book is designed for trades 
10-12. ' : 

Call Me Mister , Catalog No. 4-1.1" : i / 1 ^ 

; Milady Publishing Corporation " 

Call Me Mister Is a grooming-poise-personality text 
designed for males. The book is divided into ? units and 
covers the following topicsj Grooming, The Social Graces, 
'Wardrobe, Personality Development, Speaking V/ell, On the 
Job (Salesmanship and Public Relations) , and Physical Fit- 
ness. ThiS: textbook is designed for all male students, 
regardless pf vocational goals. 

Cash or Chargje 

by Richard Everhardt , ^ 

■ ■ ^ ^ ■ ■ ■■ ' . ■■ ' ■ 

Ohio State University 

The Distributive Educational Materials Lab 

This manual explains the importance of retail credit, 
identifies several of the more popular types of credit cards, 
and describes how to fill out cash and charge sales checks. 
The manual is divided into 2 parts. Part one contains simple 
examples of cash slips, while part 2 includes actual checks! 
ithat iare used for Bank Americard sales. Because the publica- 
Jtion is intended'^as a preventative aid to problems which 
idistributave educational .students mights face on their jobs, its 



use ; is recommended in conjunction with the student' s daily 
encounters. Presented in the manual aret IJ me thods ; f or 
tQa:ching the various sales concept's; 2) supportive trans- 
parencies, and 3) student handouts. 



Catalogue for Guidance and Career Development ,, Sound Film- : 
strip 

Guidance Associates 

' Detailed descriptions of the full-color sound falm- 
; strips produced by Guidance Assoc iates .are provided in this 
catalogue. Included are films on family relationships, health 
and drug abuse education, high school orientation, and career 
development. 



Charm For Mis^ Teen ^ ^ / 

by Helen V/hitcomb and Laura Cochran 

Gregg Division^ ; • ■ ' 

McGraw-Hill Book Company^ • ■ . ' ■ 

: This book is written to help the high school^girl , 
develop acceptable standards of grooming, manners and dress 
so that she can make a comfortable transition from the world ' 
of a hi2:h school; student into the adult business world . . In 
addition to dealing with the tangible aspects af charm, the 
book also deals with such intangibles as manners and 
etiquette, human relations, managing your own life and choos- 
ing career. In addition to textual Tnaterial% on the accepted 
standards, the student is given an .opportunity to evaluate 
herself through several seif-inventories. This is a.n excel- 
lent book to use in the office practice class. / . 

Consumer Activities Book, " 

by Francis G. Lankf ord > Jr. and William E. ^oe 

Karcourt, Brace and Jovanovich, Inc. 

The format of the Consumer Activities Book '/provides the' 
student v;ith an opportunity to learn by doing. In this book, 
actual forms are reproduced on v;hich the student completes a 
car rental invoice, balances a bank statement, writes 
deposit slips and checks, completes a mail order form, and 
examines automobile, life and home insurance policies. 



Cororiet Instructional Media, ' i 

Consumer at Lar g;e is a series of 6 films v The xitles 
are i ' Budget; Blues; Everyday Shopp5.;:,g Savvy; Buying th-^ Big 
' Ones; Shopp'ing for Services; Cash or Credit and Nurturing 
the Nest Egg. These films feature a humorous interplay 
between the ..narrator and Charli.e the Consunu^r to help students 
learn the importance of educated buying. ' — 



Effective Communication 

Argus Communicatioris 

V \ Ef f e c tive C ommunication i s a set of four tapes dealing 
with techniques of communication. Topics discussed; arer 
1) .ThevArt of Listening, 2) Awareness of; Feelings, 3) ;Speech ' 

: Marmerisms and : Body Talk and 4) Attacking ^nd Defending*. ; ; 
; , All instructions for the various group: activities are 
given in the tapes. The tapes are accompanied by; a^^ set of 
masters for use with various parts of the .set. The tapes 
provoke interaction between students by providing subjects 
that are in€eresting. The se t is designed so that a 
particular skill is ddscussed on tape followed by exercises 

Vthat give the student the opportunity to itest his power in 
the various skill areas. This process serves ^ to expand 
awareness and improve self-expression. 



Family Financial Management 
by Finch and Roman, 1975 

■ ■ p? 

South-Western Publishing Co 

Actual situations concerning money management and 
business concepts are provided in/ the- three months' trans- 
actions- of a typical family consisting of a man, his wife, 
son, and: daugl^ter. Materials include a narrative of trans- 
aotions, business papers, a family record of receipts and 
payments, a checkbook, and a file. ^ 

. ■ ■ .■ .^V ■ ., ■ ^ 

Forms, in Your Future 
by M. Golty, 1973 ^ 

Learning Trends . k 

Globe Book Company, Inc. ' 

■, ... . ■ ..' - ■■ ■ •■• ■. ^. .• ' ' ^ ^ 

'This text is * a work.bobk of 2^forms that most workers 
will, at "some, time, be required to fill put. Included are 
^ "Applicaiion for Social Security," "Job Applications, " etc. . 



.. The; format for each form explains the form's use, introduces > 
' new terms used in the form and gives' Helps and Hints for- each 
'.forin. The forms can be torn out and evaluated individually. 
The booklet is appropriate for all students in cooperative v 
program;;, , since the 2^ forms cover a broad range of situa- 
tions, from \initial applications to such special jform pro- ' 
cedures ias. tnose used in car loans. ' 

Grooming; and Beauiy Hints for the V/orld of V/ork 
by Florence Hudgins, 3.972 



' Nebraska. Department of Vocational Education 

Personal groomaS^g and its relationship to the working : 
world constitutes the. main emphasis of thas manual. ^ Concepts : 
of appropriate dress, work attitudes, self-awarenessV groom- 
, i'ng, and ethics are provided . in learning activities, readings, 
d iscussions, and visual aids. "A list of required subjects for 
cosmetology is included. "V 

Grooming; for the Job / , 

by Peggv Sisk Mezaras, 197^ 1 

Nebraska Department of Vocational Education 

Grooming; for the Job is a career-education-oriehted 
guide designed to teach girls basic good grooming techniques . 
and to emphasize their relationship to getting a-nd keeping a ^ 
job. Cumulatively, 10 individualized lessons are presented, 
each includingi 1) .^an pverview, 2) lesson requirements, / 
3) behaviorally stated learning objectives, 4) resources - / 
needed, 5) learning activities, and 6) study questions and a! 
post test. 

Individualized Consumer Edu cation Projects 
by Peggy Sisk Mezaras, 197^, VT 100 87^ 

Nebr^aska Department of Vocational Education 
ERIC Qlearinghouse, Bet^sda ■ , 

This guide contains a series of individualized consumer 
education projects developed for use by secondary students. 
The lesson-'oriented projects are designed around concepts with 
behaviorally stated learning objectives specifying exactly 
what the student should be able to do upon completion of the ; 
projects/. The following are some of the titles of projects 
for' whicti lessons are included! 1) Apartments; 2) Selection 
land Care of Bicycles; " 3) Consumer Dec ision-Makingr ^) Wise 
■Selection of /iair Care Appliances; 5) Self-Protection; 
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:6) Consumer Gyps; 7) Government Protection of the .Consumer; 
i8) Stereos and Recordings; and 9) Personal Budgets. 



Let's Go Shopping; 

Changing Times Education Service 

Let's Go .Shopping consists of two cassette tapes, tv/o 
filmstrips, and a guide to Inquiry for Discussion. It • 
covers such topics as comparison shopping, fiow to hunt, for 
bargains, how to evaluate services and how to settle dis- 
putes and grievances. 

Mathematics for. Employment, Part I and Part II 

■ Mafex Associates, Inc. ■ \ 

' Parts I and II of Mathematics for Empilovnient consist of 
workbook and classroom materials dcnsigned for a seconda^ry 
reaching level. ; They contain information on such topics as: 
basic arithmetic, computing sales tax,, knowing the value of 
money, mathematics for the department store , dry ^cleaners 
arid restaurant. A glossary ip included c ontaining terms used 
iri various types of work. Each- part of this program contains 
complete classroom workbooks 'and instructions for 20 students 

Money Managjement Library ' 
by the Money Ma'nagement .Institute 

Household \ Finance Corporation i „ 

The Money Mana,p:ement Library is a set of twelve book- 
lets aimed at helping- readers plan, shop and save to get • 
more value out of\ their money. The twelve booklet^ of f er 
guides for establishingvan overall money management program,; 
planning and shoppi'ing for food, clothing, housing, home 
furnishings, equipinent, automobiles, consumer ^credit, sav- ' 
ings and investments, health and recreation, and also guides 
on teaching children to handle money. The booklets are . 
designed to be used\as references, glides for money manage- 
ment, f or'-'consumer education programs, and as supplementary 
.texts. V : , ' ' 

Individual Booklets > ' 
: Reaching Four Financial Goals , ,• ■ : , 

It's Your Credit — Manage' It Wisely / 
v Children's Spending , ; 

Your Fopd Dollar 

Your Clothing Dollar • ' ,; * 

Your Housing Dollar 

Your -Home Furnishings Dollar ■ 



Your Equipment Dollar 
Your Shopping: Dollar , 
Your Automotive Dollar 
Your Health and Recreation Dollar 
Your Savings and Investment Dollar 



Personal Financ ial Planning . Film- 
Association-Sterling Films 

The' importance of prudent financial habits is explained 
in this film. Focus is placed on personal as well as family 
financial planning as essential to successful money manage- ' 
ment. This film was designed to be used for junior high and ' 
high school students. 



Personal Hvg;iene for Business 

; Milady Publishing Corporation 

" Personal Hygiene for Business is an audio- visual 
teaching aid featuring 22 full-color slides, a cassette tape, 
and an instructor' s guide. This audio-visual; color slide has 
been designed to assist the teacher in tactfully bringing to 
the attention of students those areas of personal hygiene 
and grooming that so often mark the difference' between success 
and failure. This is especially needed when working with : 
disadvantaged or deprived (young and mature ) individuals. 

Practical Mathematics ' .:, : : 'r 

by Glenn M. Hobbs and James McKinney v 

American Technical Society ; ;/ ^ ; 

Because of the many changes that have occurred recently 
in industry and modern technolog:yr this third edition of 
Pra ctical Mathematircr5" ~fc5>s beer -o^^pJctely revised^ It still 
retains the same format 3j\A^ r ^ - ■ b of illustrative examples, 
practical problems, self-chyttck -ces^ts, and final exams--making 
up the • four-step plan of t/aching used in previous editions. 
The wide coverage_r^nges^rom simple addition on up through 
trie:onometry. This feXt, ns the title implies, stresses the 
practical aspects of mathematics rather than the academic. . 
It serves aptly the needs of the student who wants to use- 
mathematics for problem solving in everyday situations-- 
including those in building, drafting, machine trades, print-,, 
ing, and other vocational and technical fields. It meets the 
practic?il needs of today's students and those who seek a 
simplified way to brush up on math. 



f: Trairiirig 3 of Regional Office of IRS 

IRS' '■ 

Federal Office Building 

The materials" which this office has made available 
include a color motion picture on taxes and the IRS entitled. 
TAX ROCK * It can serve as an excellent introduction to a 
shor;^,...^^^ the IRS and the federal income tax system. The 
12 -il^inute fi'irn^ the operation of the IRS and our system 

of voluntary f ilS^g of returns very nicely. - ^ 

Other materials include a newsprint student booklet 
which is provided in classroom quantities, entitled "Under- 
standing Taxes." This booklet is. written on a high reading 
level, ye t selected'' parts can be adapted for use with any 
students w^ho are working or about^ to work. 

AlsoNprovided are wall charts of the 10^0 and lO^OA 
forms and a^comprehenslve teacher*s manual. V/hile tax 
information may 'constitute, a difficult unii, it is one that 
should_ be taught. These materials seem to . be some of the 
best available. : 



Understanding Yourself and Your Life 

New Jersey Curriculum Lab, 1974 ^ ■ - 

Rutgers, Kilme^ Campus ; 

This text prese^r^^s aspects of human psych and ; 

teenage living in 50 brief lessons under 30 "topics. Each 
lesson consists of:^ a motiv^ation paragraph ;( *'To Think About*'), 
a brief presentation of information and a; generous number of 
topics and questions for class discussion ("To Do and 
Discuss**). Many problems uniq^ue to today *s teenage wori^d are 
covered along with the more traditional ones. A few of the 
topics are as followsj How Heredity Affects You; How, 
Environment Affects You; What is Masculine .and Feminine? 
Who Am I? Seeking Your Values, Goals and Standards; Human 
Emotions.; The Importance of the Family; Understanding Sex 
Better; What Is Love? V/hy Marry? and Making a Marriage V/ork. 

Wise Use^ of Credit , Film ■ : : ' .^ : ■ : 

Assoc iat ion-Sterling Films . : I , '.^ , ~ 

The main^ intention of this film is to introduce stu- . : 
dents to consumer credit. It provides information on how 
credit is established, types of consumer credit, credit cost ; 
factors^ the amount of credit a family can afford, and 
attitudes toward ..credit. 



; • P s y c h o 1 0 g; V T 0 d ay , Monthly i'Maga:^^ine 

Ziff-Davis Publishing Co. 

Students are naturally curious ab psychology, and 
this journal presents, in a professional manner without 
becoming pedantic, a fine selection of, experimental, 
theoretical, clinical, and behavioral /psychological articles. 
Nearly every issue has at least one article that has appli- 
cation to self-awareness, decision-making skills, the effect 
of the rmass culture" on oneVs life, .adjustment. to new: life- 
styles',' the influence of careers on a; person, and many more 
topics that -provide stimulating discussion and the possi- 

: bility-f or individual research- orr follow-up - study;'"b^^ 

dent on a limited basis. ; 

": ■• ■ ■ ■ ■ , , I :i ' ' ■ ' ■ ■' . 

Self-Directed Behavior: Self-Moddf ication f or Personal 
Adjustment 

by David V/atsin and Roland Tharp, 1^72 ; 

Brooks/Cole Publishing Co. 1 ■ ' 

This .book: is designed to acquaint the reader with the 
general theory of behavior, and to /show him how to apply 
this theory to personal adjustments. : The reader is guided : 
through exercises for developing skills in self -analysis, : 
and is provided with concrete infcirmation about how to 
achieve his personal goals. The primary aim of the book is 
to help the reader achieve self-management skills, and to / - 
therefore have more control over l^is life. Throughout the 
book, the reader is encouraged to,,apply the principles to his 
own self- improvement project. Sihce the content of the t'ext 
does ■ not depend on a formal cours'e^structure, any reader/can . 
use it for self-instruction; no prerequisites are necessary. 
This book can be used by teacher^ working with students^' or 
by mature students on their .own. ; / 
■ ■ ■ ' ' ■ ; ■ ■ ■■ ^ : ; ■ \-.. ■ ■ . ' ::/■ 

■ . ■ ' ■ ■ ■ ■'■ ■ ■ 'I / ■ '/ ■ . ■ 

. Telephone Manners, Film B^Ol /, 

■; - National Educational Media, Inc.' 

Basic training for anyone/ who uses the telephone is 
provided in this film. It points out that the voice on the , 
phone is the voice of your orga^nization, then communicates 
the vital elements of telephone courtesyt identifying one • s 
self clearly, identifying the organization, personalizing^ 
• calls, using natural conversational tones, the.^ importance of 
repetition and note-taking, and the very spec iar^quality of 
••warmth." It is designed to improve both internal -arid-., 
external communication in any organization. Practical, ^a^y^ 
to-assimilate tips will insure, clear communications ;that are 
free of errors and confusion, :and free of irritation and, clelay 



The instructional mate^rlals included below relate to a 
wide number of the occupational fields that the cooperative 
work experience student might find himself placed in. The 
materials .can be used to supplement on-the-job training 
either by outside -self-study or in-class related work. In 
other words, /these materials should greatly aid in linking 
the student's experiences oh the job and his instruction in 
' .the j_classroom;'' ■ , ' , /\ . \y' _:. 

Every attempt has been made to include the most current 
instructional resources available. Of course, many excellent 

. older resources are included. Similarly, it is possible to 
include only a representative sample of resources published,, 
so emphasis is placed upon providing a comprehensive and 
balanced listing covering a number of aspects of an occupa- 
tional field: or subfield. The instructional materials are 

• listed by occupational areas and are alphabetized by title. 

® AGRICULTURAL OCCUPATIONS i ; 



A Career Development Program on Agricultural Occupations for . 

Advantaged and Less Advantaged Rural Youth 

by Floyd J. Lark, 1973 ^^^^^ ^^^^^ "^^^^^^ ; ^-^^^ ^^^^ ; 

Bureali of Occupational and Aduj.t Education , 

Seven instructional units cover material on self- 
discovery and the following 6 spec if ic-- occupational areas in 
agriculturei 1) agricultural production; 2) agricultural , 
supplies and services; 3) agricultural mechanics; 4) agri- 
cultural products; 5) ornamental agriculture, and 6) forestry 
and natural resources. Each unit includes the duties of that' 
occupation, working conditions, the method of 'entry into the 
occupation, demand for workers in Oklahoma, approximate 
starting salary and any added characteristics specif ic to the 
occupation. , 



Careers in Agriculture , Film ; i : . ^ ; 

Pathescope Educational Films, Inc. 

This film emphasizes the importance and scope of- 
agriculture in America today. It examines the wide variety 
of jobs which serve to make up the field, dealing with such 
occupational possibilities as work right on the farm, jobs n 
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, in vagric;ul1:ural I business and; , industry , : and /government ;/j 
dealing wi1:h farTns, farmers^ and Vrelated . businesses. Inter- . . ; 

' viie.ws . with farmers help^ to show the many different types of 
farms that have the potential of providing employment. Farmers 
also demonstrate typical: farm activities, discuss the rewards 
and drawbacks of farm life, and describe the traits which they' 
consider desirable for success. Funther interviews reveal the 
more diverse possibilities in agriculture, such asi the expand- 
ing field of the professional farm: manager, the grain handler, 
sales and other positions in industry dealing with agriculture, 
farm, equipment maintenance and harvesting services. Govern- 
mental possibilities are also, discussed, highlighting the 
occupations of county agents and extension personnel.; 

J- Part... II.. outline -the ..pers qualifications, skills, 

aptitudes, and training or further education required in the 
various areas of employment, emphasizing the fact that many 
of these careers do not require a college degree, -Specific 
suggestions are included to explain how students in urban and 
suburban as well as rural areas, can work in' agriculture- 
related jobs W'd.le still in high school, such as in on-the- 
f arm summe r .1 obs , _ in_pe t s , , j ; 

prbcessing p^ - ■ 



C are erst V/orking; V/ith Animals 

'The Humane Society of the United States 

'/This publication explores a wide variety of professions 
in the field of animal husbandry, protection and conservation. 
It details the educational background and skills needed for 
specific professions and analyzes the prospects for young ' 
people in selected major career fields. Among the many facts 
to be found in the book are detailed job descriptions, 
advancement opportunities , salaries, and employment potential. 
Data on colleges offering formal programs in animal welfare 
and; conservation, as well as atate and federal government 
agencies hiring people within the field, are listed* The 
book .also offers a discussion of attitudes, emotions and^ 
personal pihilosophies that should be considered when making 
a career choice. The publication directly concerns itself 
with career guidance , and information on jobs in animal 
welfare. The text is 6o pages long and designed for a secondary 
readin^^;' level I ; . 



Explora tory D raf t in^--Horti cul ture , \ SEE DRAFTING 
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Feed St Student Manual 
, by Harry Planks, 1972 , 

Ohio State University 

Agricultural Education Curriculum Materials Service 

Planks has compiled this;: manual for the agricultural ' 
business and service student who is working in a place of : ^ 

.business that prepares and sells feed to livestock producers 
The manual is designed^ to assist the student in becoming 
knowledgeable with the product: he is selling. Information i 
presented on forms ■ of feed, nutritional ingredients, arid 
legal ^requirements. Student exercises and examination ; 

-questions are :^ provided along with opportunities to apply the 
information in simulated as well as in real life situations. 

Floral De signer , ' . 

:'l9^^~~^^^~~ : ■;: ■ ■ ^, 

1^ University ofi Texas at Austin 

Floral b^igner consistsJ of a study guide and unit ' 
tests. There l ar^ ^6 assignments (8 units of study) that 
cover an introduction to the floristry industry , basic infor- 
mation, corsages, principles of ifloral design', flower arrange 
ment, weddings, 'and funerals. This study guide was designed 
to accompany the text Flowersr Geometric Form , by.Benz, - 
1966, San Jacinto Publishing Co. 

Garden Center Worker 

by Charles E.. Urban ic, 1971 ' 
Ohio State Department of Education 

Students of horticulture can make use^ of this' manual ■ 
as. a. source for practical situations to which they can apply 
principles, theories and knowledge presented to them in 
formal classes. Intended itoi be/ used as a combination text- 
workbook^, the .manual c^orita ins objectives, concepts, ' general - 
information, and student exercises, for' each of its six units. 
Titles of those units are rl) llXtroduction to the Garden 
Center Worker;:- 2) Garden Cerii:er Business Practices; 3) ^ 
Identification and Characteristics of Ornamental Plants; 
^) Care of Plants in the Garden Center? 5) Chemicals, and ^ 
6) Gard^en Supplies and Related Products. . ^ 



Grounds Maintenance ■ ;:; 

by Jules' Oravetz, Sr. : I • 

, ITT Educational Publishing ■ '■■■''[ ■ ■ :. 

The maintenance of lawns, gardens, industrial, nunic'i- 
pal, and estate grounds is a complex operation calling for 
skills and efficiency. . This .c omprehensive text covers the ■ 
guiding principles of lawn, landscape, and garden care. 

Students of domestic services and main'tenance programs 
areV exposed to every phase of lawn, garden, grounds main- 
tenance/ and associated operations. 

;The contents includei flowers; vegetables; berries; 
house plants arid flowers; greenhouses; lawns, hedges and 
vines; flov/ering shrubs and trees, shade; trees; fruit and 
nut trees;; evergreens;' fences; insect arid rodent control'^ 
weed and brush contrclj roads, walks, and pavements; drain- 
age; maintenance equipment;; golf .course planning and main- 
tenance . . ' ., ^ 



Lawn Care and Manag;eir>ent 
by Robert Milter, 1972 .. 

Ohio State University 

Agricultural Education Curriculum Materials Service 

The narrative that accompanies a color slide series,. 
;VC;ai:e and Management of Lawns, " : is presented in this pamphlet. 
EacH sO ide ^is reproduced in a column to the left -of the :i ■ 
paragraph describing it. Slides deal with the following areas 
of lawn managemeritj 1) seed selection:; 2) seedings; 3) fer- 
tilizing; mbwing;; 5) weed: control; 6) disease contriol; 
arid 7) watering and 'thatch. coritrol. 

Study Guide for Landscape Gardpn^r 
by Harold Binkley 

Kentucky University , 
; .Lexington. Department of Vocational Education 

■ ■ ■ ■ j • . '''-i^>^^ . / . ■ 

... Eighteen separate lessons concerning landscape garden- 
ing are ^presented in this guide, which is designed for 
individual study . ' Each: lesson contains a statement of the. 
problem, ; the given situation^ directions, content material' 
with; references; for t a student worksheet. 

Sorhe:; of the lesson topics, are J : 1) the principles of land- 
scape design; '2 ) transplanting trees and shrubs; : 3) i sbllv ■ - 
management of the landscape; 5) how to use .gardening equip- V 
ment; - 5)' plant diseases and : their control', and 6) turf , . 
inanagement'. , - . . 



^ APPLIANC'E AND TELE VIS IQN : SERVICI 



Color Teievisiorn ■'Principles and Servicing; v ■ 
^ by Howard and Marvin; iBierrnari ; : ' /; 

• Kayden-5ook ;Co'. ■ 'r\''' '-'^ 'y'^^ ' ' 

This text provides a working knowledge of th ': V 
• receiver and methods for trouble'sJ7.o't)ting and^ servi 
e^ctronic equipment. It is quite u.seful in finding 
information on the tasks^involved in e3^ectronic 'repair. 

■ ' ' - ■ , ' , ^ \, ■ ' .■ . ( ■ ■ ■ 

Hbme !Appliance> Servicing; . - ^ f 

by Edwin P. Andc>/rs.on / ■ ^ 



ITT Educa-tional Publishing ' 

An absolute necessity in training studehts'^if or the 
service occupations, this book, covers basic princ iples,^{ 
servicing, operations^p and repairs. '<'^It also covers trouble- ' 
shpoting, d isassembly^ 'assembly, te'sting methods, wibing 
diaf^rams, and " complete data pn^ each appliance . /,.T,hQ contents 
include! electricityr- testing\.%/id troubleshootin^g; - shop ^ 
techniques; electric irons; td^Vfers;^ waffle irons; roasters 
and broilers; coffee makers; electric" space heaters; electric 
water heaters; gas water heaters; electric ranges; gas ^ - 
. ranges; f ra.c tional-horsepower motors; fQod mixqrs; 'clocks; 
fans and blowers,; vacuum cle.kners; floor polishers; washing ' 
machines; automatic clothes" dryers; ironers; dishwashers; ' 
garbage 1 disposals; refrigerators; room' air conditioners; 
dehU'TP.i'^f iers; and sump purfips. ^ 

How to Repair Ma.ror Appliances ), 

by Ernest Tricomi, 197^ ""^^ ^ > , 

ITT Educational Publishing^ 

. The purpose of this book is to acquaint the . reader with 
the theory, functioning, electrical characteristics and major 
components of typical appliances.' The emphasis is on learn- 
ing the " "how ^and why** . of an appliance so' that the 'reader can 
'answer for ihimself ** the what and the where** of detailed re- 
pairs and servic ing#i The book is dividedi into twelve ■» " ! 
chapters.; :|The first chapter i covers -home :appliance: repairing 
and : the ;remaining chapters are devoted ^ to' various applianc^es- 
such as washing machines, clothes dryers, i dishwasher etc 
The author assumes no previous knowledge^ 'of '"'ma j or appliance: . 
repair. However, he does say ■ that some degree of mechanical . 
aptitude is necessary: to do repairs, based on the material : ■ 
covered in the book. , , 
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How to Repair Smg^llj^ppI l ances Volume 1 
by Jack Darr, 1973 ; 

; ITT pducational PulDlishing j 

Information on tools, service tec^nique'*^ and practical 
'tips for use in small appliance repair is presented/ in the 
five chapt^ers of this book* .Chapter 1 covers appliance 
construction and the operation of 15 small appliances. 
Chapter 2 covers line cords, plugs and attachments. Chapter 
3*covers heating elements^and 'thermostats * and Chapter 4 
contains information on small electric motors. Appliance 
servicing as a business _is' discussed in Chapter 5« . M?.ny 
illustrations are inci^dafed, as well as step-by-step , instruc- 
tions on the va'rious procedures. A glossary of ^ related 
terms is provided in the back of ;the te:j^t« The book 'is 
written cle^arly, but a good reading comprehension is a pre-- 
requisite for the student to understand the- concepts pre- 
sented • ' ^ 



How To Repair Small Appliances Volume 2 
by. Jack Darr 

■ ^. . . •'. ^•■^■■■■....^ ■■•^^'•■■/ 

ITT Educational Publishing " 

ThG; operations' and defects of the most: common small 

app?.ianc^s on the, market are described in this, text. Its , 

cofitents includes trouble diagnosis; portable electric 
heate'rs; electric fg^hsj electric ■ knives and toothbrushes; 
' hair driers; massage machines; shoe polishers; photoelectric 
light controls;, portable table' ovens; elettric vaporizers 
and bottle warmers; vacuum cleaners; sewing machines; . "'^ 
'clocks and timers; three-way lamps; .and hedge trimmers. The: 
bpok is. very suitable for clas^ses in appliance service 
training. . .V ' ' ' ' : . ' 

■■' . " • * „ ■ ■■■ .. ' • ,. * 

i:-;lMa, 'jor Appliance Rfepair .(Course No. 08) ^ 

'^'^ Hoffman-. Ocou^pa1?iohai Learning <>S^ 

Hoffman Occupational Learning Systems are' audib-yisual 
courses designed to allow studqnts 'to progres<j ra-'i* "theif^ own 
. ]^ace. iVIa.jor Appliance Repair is divided into-? sections 
/cov.^ ring the fbllowing" topics: Eiectrical Fundamentals; 
' Busiiiess Procedure's ; Service Areas ; 'Major Appliance Re pa'lr; 
^'Plumbing; Trouble^ Shootirig'Diagnbsis; ;Gas and Electric; 
Appliances Operation; Air Conditioning; .and Refrigeration. 

■ • " \ •■■■V ■ : 
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Television Service and Repairman ; . 

1968 ....... ..^ , . .,, . ,, , _^ ■ 

University of Texas at Austin 

' * i 

Television Service and Repairman is a study guide with 
unit tests- The full scope of electronics relating to tele- 
vision service and repair is covered in 98 assignments (1? 
units). The k divisions of the book are i introduction to 
electronic 'servicing,, basic electricity, basic electronics, 
and advanced servicing techniques. References are Grob, 
Basic Electronics , 2d ed ., .I965, .McGraw-Hill; Grob and 
Ki-ver, Applications of Electronics , ' 2d ed.. I966, McGraw-. 
Hill; Zbar and Orne. Advanced Servicing Techniques , Vol. I, 
rev. ed. , ^96^, Hayden; and Veeiey,: et. al.. Advanced Servic - 
ing Techniques , Vol. II, 196^, "Hayden. 

'AUTOMOTIVE AND EiNGINE REPAIR AND SERVICING 



Auto Body: and Fender Repairma?K 
1972 >^ \ \ , 

University of Texas at. Austin" 

Consisting of a study guide and assignmer : tests, th:is 
; handbook is designed to accompa:ny How to Contr ol Auto Body. 
•Sheet. Metal, by Rickert, I968, Chilton, and Automobile Sheet 
■', Me tal Repa ir by Sarge nt , 2nd/ed. , I969, Chilton. - The Assign- 
■ md'rits cover properties of metals, tools and equipment, 
''welding,: plastic fillers, and procedures for straightening 
; sheet metal and body frames. * 

- Auto Body Repairing and Repainting 
by BUI Toboldt, 1975 i 

, Goodheart-V/illcox ': ; 

* , " ■ ' ■ . • . 

The main purpose of this book is to help students 
qualify for jobs in auto body repair. All phases of body 
, repair ing are covered. The use of modern tools and equip- 
ment and step-by-step procedures for handling typical jobs 
are discussed in si-mple language. Chapters on customizing 
and building special bodies arealso included. This. book 
is suitable for high school .and trade school students, 
apprentices,, and those now engaged lin this work" who want to: 
: increase thoir ^skills'. ■ ; 
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TTl^ ;Edur:ati/on3l;; Kublishing' ■ ' • ■ 

This text p:i.v ■ a cie tail.ed description of each system 
of the awtornotive: engine . It provides the background 
information needed for carbur^3tor ad^iustments,' restor InrT 
if^nition system performance and bringing an engiiio t.aclc to,/ , 
tot) operating condition. It fully de'tails the; servicing ; 
of alternators generators,, cool ing systems, and the use of 
tu/ie-up and diagnosing equipment. 

The contents include? basic electricity; batteries?, 
relays and^ regulators; carburetor fundamentals; compression;' 
cooling system; carburetors and fuel systems; '/ignition 
systems; charging systems; starting circuit;, po.sitive crank- 
case ventilation; engine tiine-up equipment and proc<?dures; 
ignition scope testing; exhaust emission systems; and review 
questions. ' 

' ' ' " ' / 

Auto 'Wechanics 

by HarDld T. Glenn,; 1975 1 i;. , : ,\ 

3ennett Books / > ■ / / 

^-Along/with the fundamentals of the theory ani operation 
of auto mechanics,, this text presents the practical aspects • 
of troubleshooting and service. Step- by-step illustrations 
are provided, with clear photos of repairs and replac'emei'it 
procedures. Transistorization, disc .;^rakes, front drive and 
air pollution control! are covered . Fr'Ogrfes c^h 
included. An Auto M ech anics V/orkb ook containing shortj, 
ob.iective questions based on material presented in the tex > 
is also available. 

Aut o ?^e'::'-.3niCF- . V/orkbook 

/^:\liforn: . Str.te Department of Education, , 1973 
■■■ ••■ . . ■ ■ ■". ■ . ;.i 

i^'ricten for a four-year apprenticeship training prograim 
in c^uto mechanics, -^this workbook, provides the current infer- . * 
matio;-. n^-^eded to meet the technical demands of t:V3' auto 
mechanics trao.e . F^'^r each topic covered in the manual^ a 
list of sti^dy asrig/'irrcnt is provided , followed by a study 
j?;uide requiring short con^pletion answers froTn the student. 
'An assignment! checklist is included with the^ table .tof c.onten^^^ 
to give ani accurate record of thef .work completed and to avoid. 
;duplicat ion of training. :^ ; : : i ; [ ; 



Auto Partsman 

19^.^' • ^. , , 

■ diversity of Texas at Austin 

/; Auto Partsman consists of a study guide and unit tests 
T'-v. are 5& assignments organized into k divisions: stock- 
rboi.i procedures, merchandising information, master plans for 
.handling parts, and effective display. References for iauto- 
mechanics are used in this guide as/ well as the Automotive 
Service Industry Association's Automotive Wholesaler Colintelr 
man's Handbook , I963. » 



Automatic Transmissions- -Automotive 
by Mathias F. Brejcha, 197^ 

American Technical Society 

Detailed explanaj:i^ and hundreds of pictures make up 
the contents of a text written for those who will do practi- 
cal work in the automotive field. The content , covers .ev 
Uhing a transmission specialist needs to know in order to 
easily grasp ^and utilize the ifif orma*' ion given in manufactur 
er's service publicationsc Many illustrations clearly shov/ 
all types of hydraulic valves and control devices as well as 
all parts of complex automatic transmissions. A study. guide 
is available to accompany the text.: 

Autorreobile Guide 
_ by Frederick E. Bricker 

:ITT Educational Publishing 

iA comprehensive; coverage bf automotive knowledge for 
the student* mechanic^ ..arid instructor is prqvided by this 
guide o The; specif ic coverage of automotive 'compibhents,^ 
construction, ; and design' enables the instructor 'to provide 
complete related classroom instruction*. Repair iprocedures 
and troubleshooting lists help the machanic diagjfipse arid, 
correct probiems- that can occur in any make or model of 
autombbile iT . . ^ -> 

The : contents.: ■include; ; troublechooting; - engine tune- : - 
5 spark plugs; ;s 
testing; alternators, star.ters,: and generators;' lighting 
systems; tire servicing; brakes; power brakes; front 
suspension; steering systems; ; front- whee.l alignment; .chassis, 
springs, and shocks ; fuel pumps; carburetors; cooling systems 
engine :lubrication systems; pistons >i;iid rings; crankshafts , 
and connec ting rods ;~ camshaft^sr^^ valves r^iiiariual":^^ 
and clutches;, automatic transmissions; -drive shaftsvand j 
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universal .joints; rear-axle assemblies; steam pov/er; turbine 
Dov/er; instrument panel; front .v/heel^ drives; speed control 
devices; and air conditioninifrt ' ; ^ - ; 



Aut omobile Mecnan.ics , 2.nd ed^ 

1970 ' ■ ' 

university of Texas. at Austin ; 

Airtomo bile Mechanics consists 'of a study guide and unit 
tescs. An answer, book is also available. This guideVcovers 
care^ers for automobile mechanics, tools, safety,, engine prin- 
ciples, -ignitj^on system, clutches, Ijransmissions, "suspension; 
systems, brake systems-,, electrical systems, 'and air con- 
ditioning. . Two references, written by Martin V/. Sxockell 
a/id published by Goodheart^V/illcox, are Auto Mechanics 
F-T:indamen tals, 1969, and Auto SerVice and' Repair / I969. 

Automotive A ir-C o nc^i tionin^- IViechanic ■ ■ ■ - ^ 

. University of Texas- at Austin ■ 

' This manual 33 assignments which coyer all 

aspects of servicing the: auto air-coi^ditioning system, 
including 'the tools^, the a/c ^ycle., a/c fundamentals, testing, 
trcub]f;<r/hooti and, charging the system. *A glo5?:sary of- 
term^ j 3 pre .'•x.?ed and a coordinator's guide and additional 
tests nn'^ wp':. kshe^ts can be "ordered. 



by"'Leonard"'cVlucci7 1973 ; - 

Rut;gers, K ilmer Campus ; ' - 

Leonard Colucci provides . uniform and practical ajjproach 
to pre-determining the costs and applying efficient procedures" 
in order to arrive at a fair price to repair auto collision 
damage. ^^This book is, designed for students who intend to work . 
as estimators for Auto Body Shops or as auto damage appraisers 
for insurance companies. Since insurance companies usually 
r:end new employees to a company school to learn estimating, 
chis: book covers only general information and- not .the special ■ 
,poliC'ie.s. of any particular shop or company. The^ book^s 
i Ividod' into three parts and .covers estimating^ information, /I , 
.writing the estimate ^nd estimating practice. ^ Students using 
this.';,. book f;hould ihave , c ompleted :^ c ourse: iri auto^ body :re lated' ; 
-tec-hnr^l-ory 'rind have some experience in shop practices* ' 



Automotive Drawing Interpretation ; 
by Louis Jensen, 1970 

Delmar Publishers i 

This study guide and workbook was designed to help 
students, : apprentices, servicemen and others in the automo- 
tive trades, develop the ability to read and interpret blue- 
prints, charts, instruction and service manuals, and wiring 
diagrams. The instructional units are grouped according to 
-four major divisionsi Basic Repair Tools, The Engine, The 
Power Train and Chassis, 'and The Electrical System. Each unit 
incrud"e.s several technical questions relating to the function 
and'' ope'i^atioh of each tool, part or mechanism; covered, in the , 
drawing or sketching part of the assignment. ''^C Each unit 
provides experiences which are needed to develop speed in the 
interpretation of service manual data, and skill in inter- 
preting drawings and sketchings) . This bopk is actually the ; 
3rd part in a cotirse in Automotive Drawing Interpretation. 
Parts 1 and 2 are. contained in a single volume entitled Basic 
Blueprint Reading and' Sketching , which is considered a pre- 
'requisite for this book"^ . .. \ : 'V ; 

Automotive Engines--Maintenance and Repair 
by Walter E. Billiet ; |: 

American Technical Society ^ 

The comprehensive ^th edition of this text fully covers, 
the basics ana is updated to ; keep up^ 'w many technical 
changes in the automotive field. As art extra feature., much 



on systemso A whol^ 
emission controls on 



new information is presented ion eniissic 
nev/ chapter is included, dealing -with 
car Lure tors, ignition systems; the :V/ankel engine, and : other 
related features'. Many references 'are given in the; appehdix, 
inc.;' Adirig metric conversions c This text will provide: a" 
student v/ith . a plan f or "becoming well versed in maintenance ; 
and repair in the automotive field. It will enable him to : 
analyze, iand solve problems quickly and system"itically . 

" : ' ^ "■ ■ ■ ''^ ' ' 

Automotive Fundamentals 

by Ernest A. Venk and Walter E* Billiet '1 

. American, Technical Society 

A complete, course in automotive f iindamenta-ls is pro- 
vide'd' by r teoct. , iThese fundamentals are covered in /rreat 
detail andr are ; des^igned ;;to id ;f ; .utoinb- 

tiye ; care . The -co vera'ge"c onform s ™wi t h t h e . t r e me na o u s -changes" 
that have come about in cies,ign and construction. ; ; It; includes^ 
all essential basic^^-^lUs much new material on such things as 



the v/ankel engine; ;:alternators/ transistorized ignition, 
front-wheel; drive, ; disc, brakes, and devices for air pollu- 
tion ;Controi and safety . vCqlor is carefully used to illus- 
trate and explain; any complex- actions and; to clearly show . .. 
relationships and functions of ; parts. ; ■ : : ' ; ; . ^ •, 

■ :. ' /I'^' ' '''^ ' ' '■^■■'^■■■''^'■'■^''^ ^ 

Automotive Maintenance and Troubleshooti-n^T ^ 'V. 

by . Leslie' F. Goings and Edward, D.; Spicer ' r . ^ i 

American Technical Soc iety ' : , ,' : 

' In' order to fully develop the mechanic's ability to 
logicariy ; diagno^ie ri.ny automotive difficulty that may arise, 
this :^th edition reflects changes and advances made in auto- 
motive manufacturing, equipment, and accessories. Typical 
changes include those made in electrical systems^ fuel 
inVection, power' steering, power brakes, wheel alignment ; 
equipment, emission controls, air- conditioning, etc . The ;■. 
, main ; change s, rnaTiy : of which have altered I troubleshooting ; 
and :re-t':iir procedures, are thoroughly covered in this revised 
text, : 



Automotive Power Train Mechanic , , 

19.73.: , ■ :;; ■ . ■ ■ ' ■■ . ■■■ :. ' .; : 

I University of; Texas at Austin-; : ! ^ 

-A thorough study of the clutch, manual transmission^^i^ 
overdrive, automatic transmission, drive shaft :^nd rear-^axle 
assembly is presented in this student manual. Information 
for each assignment is detailed and illustrated. Also In- 
cluded is the C6 Automatic Transmission , For^' Motor ' Co. 

A utomotive Re finishing (Automotive Re finisher) 

1971,; ; . ,- ,. i i ■ ■ ■ . .■ 

; ., ; University of ; Texas ;.:at Austin ' ; 

: This^. manual presents a comprehensive study based on 
Aut omotive Refinishin^ by du Pont : and the Ditzler Repaint 
Macuala References are ^f urnished : in; the set and 33 assign-, 
ments are included. ■ -.y v ; . ; : 



Automotive Service Opr)ort unities ,. Film 



Ford; Motor Coo 



This' film presents a realistic look at' career oppor- 
tunitleri for automotive mechanics and technicians^ The film 



H6 ' 



is bfa^iieri o.fi■^.tne 'C-iiroe several', young men ■ 

. af ter. , the-i r- ^Q:p.du,iVtion- ,:an , automobile manpfae-ture • s;.; 

mec.harric ;: train i n i-- .^ ^ i Emphasis is pieced' on'vthe : ■ ' 

. importanc of career planning and training. -'This: film rnayl 
: be':bo;rro\ve{:iv.' -frorn ■ Ford ■ :Mo^tor:'Go. ^Film Library. ' - 



. . A ^ c" s Programs 

Dakota /State Board :for Vocational Education, 



, Nprjuh 



: 'A comprehensive listing o'fv reference .sources which may, 
bev.used in a.;{tomotive mechanics-programs is provided ; in this 
publication. • Entered are a total, of 72 books on the < sub jec t , 
:all of which iare lis-ted in alphabetical order, by author ;or : 
publ'isher. 'li---- '- ^ '■!■;■:■■■/ ■ V ■ 



Brake and V/heel Ali^ 



:nment ■ Mechanic. 



'University of 



iBrak'e arid 



Texas ; at Austin 



Wheel A l ignment Mechanic s designed as a •; ^ 
with unit tests. An answer book is also i 
Information! on safe ty » ; brake assemblies, appli- \, 
brak'e, service , the c omplete brake job, front 
systems/ wheel and tires, and wheel alignment 
in 39 assignments. : Of the 39 assignments. 



study 'guide 
available • i ; 
. c a t i on sy s t e m s 
end suspension 
factors: is c overed 

38 are based -on Alley arid Billiet, Automotive Suspens i ons. 
Stee ring;, Ali^gjnment and Bra kes y : ^i-th ed*, J 969, American 
Technical Society. The a£:signment on safety is based on 
Glenn, Automechanics ,^ 2d ed. , I969, Chas. 'A . -Bennett. 1 



Car Repairs You Can Make ■ 
by, Bill Hartford and Joe Daffron, :1Q67 ; 

Aran Publ i Bh ing 'Co. , ^ Ihc . : ,.„.-^ 

■ The purpose frt>4;his .book is to give the; reader a bai=;ic 
kno- 'ledge of the jyorkini^s of an automobile . ■ .Step-by-step | 
tns'truc.tions, how-to photos and drav/ings show, how to make ; 
com.mon adjus tments and . repairs in a professional manner. ; 
.Most .of the rf:pairs require no major tools. The book i^i ,; 
organ! /:r;d to cover the f ollov/i.ig topicst Engine; Tuning? ■ 
Ignition; Brakes; Tires? Front End; Cooling System; Body ^ 



and Interior. 

tojp'ics such a.^ 



Several chapters deal with miscellaneous 
noi5;e , lubrication and tools . , 



Diesel 



Mechanic 



.University of Texas at Austin : 

- .This study manual presents a detailed and illustrated 
discussion of-<the fundamentals of a diesel engine, types of 
engines/ two--stroke cycle and 4-stroke cy?ie engines, the 
fuel system, the' cooling system, the- lubra^cating system, 
the governors, injectors, e.nd fuel pumps aind exhaiist system. 
There are 20 assignments iricluded. 



A Functional A-pproach to 
Shop Student 




Study of English for the Auto 



Lenape Technical Schpol: / ■ 

The parts of speech, punc^tuation, and other elements of 
English language usage are presented in a- manual designed 
for auto shop students. The- topics are arranged in units 
with, exe-rcises for each. ' / ■ ■ . , 



Know Your Car ' . ■ [-'■' ^^-y^-' ^:--:\ -l^ 
' by Willard A.' Allen, ^ 197^- \ , 

American Technical ^Society V 

A broad and detailed iniroduction to the automobile, 
covering purchasing, maihtenanc;^^nd use is presented in this 
practical, easy-to-under'stand- "^ook. Topics are discussed ' 
and clarified with many .'explanations and photographs,: and - 
include servicing, the engine, fue]^ system, ignition system, • 
electrical system, chassis and preventive maintenance. A 
chapter is^^so included on buying a new or .used. car. This 
; book 'is excellent for any driver,- or for anyone ;employed at 
a service station, parts department or oth.er automotive 
related jobt ^ '"^ 



Motorcycle Repair (Course-No. 22) i ' : 

Hoffman Occupational Learning Systems 

Hoffman Occupational Lc rning Systems are audio- ^ 
visual vocational courses designed to allow students to 
progress at their own irate. Mbtorcycle Repair covers the 
following topics! General Motorcycle ; Frpnt' Forks and Brake 
Systems; Theory of 2 , and k Cycle Engines; Introduction to 
Power Transmissions i^nd Fuel Systems; Carburetion--Types 
of : Carburetorst ;; Repairs: and ; Overhaul; lElec trical Ignition 
Timing,- System and Schematics; General Servicing, ; Harley 
Distributor Overhaul; and - Engine Ser-^~ icing and: :Overhaulv: ^ ^| 
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Motorcycle Repairman 



a97P 



University of Texas at; Austin; V 

Motorcycle Repairman i: i study guide ^ v/ith unit tests. : 
Topics covered in the 59 assignments , ( 1? uni'^s of ^study) are 
shop safety, hand tools, fundamentals of int^i^n^l combustion 
engines, types of engines, lubrication, cooling, fuel and : 
ignition systems and running' gear. Refereric^s a^j^-e Pipe? 
S mall Gasoline Engines 'Training; Manual , 2nd ;^d,, 1969, Howard 
V/* Sams; Jud Purvis, All Abo ut Small Gas gTigi^lg, I963, 
Goodheart-V/illcdx? , and : RitchT M otorcycle ^ shootij^g , 

Guide, 1966, '^Chilton^ - I y ; 



Motorc ycle Service Manual 

Howard V^, Sams and Co. , Inc. : 

This manual is divided into 2 volumes which provide 
detailed information on tune-ups, mainten^ncs * and repairs 
needed for hundreds of spec if ic 1 models in p^^P^l^r S. and 
foreign makes. 

My First Jobt Service Station Attendant ^ ^i^^; 

Coronet Films, No. 3^36 i . T;^ 

This film shows that there's more to- vforki^r^g in a 
service station than being a, gas .jockey/ A young man re- 
counts kis. range of daily activities, from P^^Ping gas and 
handling money to special services, such as "t^re^changing 
and minor mechanical work.^ ■ . 

Phy;'^^^.^^^ and Chemistry for the Automotive T rade^ y ; 
Iby^Robert Worthing, 1972 

Rutgc . * Imer Gampus . : • . ; 

■ The automobile is a precise, complex ma-Chine .using 
principles from the whole range of physics and chemistry. 

'This— book:_pre_sents these principles briefly^ ^ith examples 
from the automotive-^f ield . The treatment is ^ep^ a 
siTnple level of mathematics. Likewise , lth6-J3.?le^ 

/principles are also presented In a rnuch si^P-'-'^^Aed" form.- 
The book Is divided into seven units, covering t^e following 
^topicsi introduction to physical science, ma^/ter gtnd itr . 

_pro-per.ties, ^ mec-hanics, heat, electricity, so^fj^d and- lig^ic, . , 
Il'lu'^trations and diagrams are used' to helP ^-'■^^'ify "the 



material. Experiments to be carried out by the student are 
provided throug;hout the book. , M 



The Practic al Handbook of Car Care and Repair :.. 
by David Wenner, 1971 

Fawcett PublicationSf Inc. i: 

This handbook covers all aspects of car care and i 
maintenance. The breaking-in of a new car, and the exterior 
and interior cleaning are covered first* The reader is then 
taught about the necessary tools and test instruments for 
car repairs. Maintenance procedures such as engine tune-ups 
and overhauls are described, as well, as major parts of the - 
automotive .system. Diagrams and pictures are used to 
illustrate the concepts. 



: Practica l Problems in Mathe matics for Automotive Techni c ian s 
by Boyce Dwiggins, 1972 . , ' ^ 

Delmar Publishers 

. ; "^^^^ a workbook of mathematical problems to be used 
in conjunction with a basic mathematics text. The problems 
have all been designed so as to be relevant to automotive 
technicians. The book is divided into ten sections and 
deals with v/hole numbers, fractions, dec imals, percentage , 
measurement, ratio and proportion, powers and rocts, formu- 
las, graphs and invoices.;'' The book v begins with very basic ; 
..operations, such as the addition of^whole numbers, and 
progresses . through more advanced operations sucK as 
■proportions and formulas. Achievement tests are provided^ 
at the end to;:measJ're student knowledge . . 



Rel ated Mathe matics^ A uto Body, Volumes 1 and 2 

by Albert E. Purroni, 1973 "1 ~~ 

Rutgers, Kilmer Campus 

Volume 1 covers the basic principles of mathematics 
and relates these principles to the 'automotive trade . The' 
following areas are cove red i whole numbers, fractions, 
decimals,, percentage, measurement, and ratio and proportion. 
Illustrative examples and problems are presented in each 
unit after the, instructional inf ormat-ion. A final' exam is 
included at the end of the volume. 'Volume 2 was designed 
to e;ive the student a basic understanding^of the terms and < 
bujsiness ..transact.ions-rela-ted--tO' -the- Auto- -Body - Trade . -The : ' 



following areas are coveredi assets, liabilities and ne.t 
worth, income\-sales, purchases, operating expenses, and 
financial statements. A glossary of termS;, land a list of ; the 
abbreviations and symbols used in business transactions are ■ 
also included. Questions and exercises ar^ provided a-t the 
end of each unit, r^o ^that there is ample material for dis- 
cussion, drills ;ipplication of princ iples, * review, testing 
and remedial irtz^truv: tion. ^ 



Related Sc ience t Automotive Trades :»v 
by Louis Jensen and V/illiam Brazier, 1958 

Delmar Publishers -'V ^ 

■; This book provides instructional material in teach- 
able units for those who need a good background in sci^rince 
as it relates to automotive work*, The- purpose is to present: 
applied science for auto mechanic-tv . I'he book is divided 
into ^ major sections and covers ; he following topicsi 
science, matter, and measuremGnt ^ ;v/c]ianios and machines ; 
magne-tism and electrical energ:v^.-^ : ^ v heat and light energy. ^ . 
Each unit includes objectives v.: . ' i state the desired out- . 
comes .of study for the unit<» A . . i'erence assignment in each 
unit directs the student to appiic^able . pages of the refer-- ■ 
ence text, Basic Science I by Gp Thomas Oliver. (The - 
reference text presents the basi?: scientific princ iples with 
accompanying experiment and -^o^^rnment material . ) Each unit- 
also includes related technical information which explains i 
typical au.tomotive applicat .i>;-.-is of the .basic principles under 
study. Trade experiments and trade problems are also in- ' 
:cluded* wheire applicable. , ; 



3e:rvice' Station Training; Kit 

University -of Texas at Austin 

Service Stat ion Train in,g: Kit contains five assignment 
manuals I An Introduction to the Service Stat ion, Operation 
and Maintenance of the Service Stati.on, Services Performed, 
_ln the Service Station, Principal Products of the Service 
StaH~Of:i>^and Selling in the Service Station. Also included: 
are a Servi>e^tation-^ Training Answer Book and thirteen • 
separate trade^ef erencea . ' . : 



■ " " ^" Wh'eel"" and'~S'&eer ihg'^AIig^ ' -- -- - - - - 

; by- Leonard Collua 

■'^ •■■■'■.■■■■y i ■ ■ 'Rutgers, Kilmer Campus 

. The purpose of this book is to teach the , student the 

■ 'fundamentals of the theory, basic design and adjustment of ' 
• ; the suspension and steering, system of the automobile . The 

; !! book is divided Into units of instruction, and these units 
. - ;;'are divided into lessons. Each lesson includes an objective, 
informs an assignment. Illustrations are provided 

■ material presented., along with achieve-- 
:r ! i inent; test's to check student mastery of the content. This 

: : book was designed to serve as a foundation for those students 
'i;. ;::, who have had little or no previous experience in wheel 
■''■:['■ '^' ^alignment., ■ _ „ 

:, BLU EPRINT R EADING * 

\^ -i-^'l- 1^0 te I For spec ial ized blueprint reading, consult the 
particular trade' section. 

: Basic Blueprint Reading and Sketching; 

by Thomas C.; Olivo, Albert V. Payne and P. Olivo Thomas, 1974 

Delmar Publishers 

This book is the Jbasic text-workbook in a. series which 
'' provides instructional material and practical applications in 
: blueprint reading and sketching. It was designed to help 
; beginning?: students, apprenticon and technicians develop the 

■ skills needed for rea:ding an interpreting blueprints and 
making -simple /sketc he sv The book is divided into 2 major 
.parts.' Fart One covers the basic principles of blueprint 
' :, reading' arid prbv^^^^ v/ith apprications of each - 

. new principle. Fart Two deals v/ith the techniques of making 
iJshop sketches without 'the use of instruments. An assignment 
■ serifes is provided to cover the application of the basic 
i ■ ^ purine iples on the^drawings or blueprints for each unit.- The 
^ units cover the range of drawings, sketches ^and prints which 

■ - technicians and menhanics are normally required to read and 
■■:;{:;'';': ■■ "-J^'interpre't. * ' , ■ 



i : '"'o- - ntary Blueprint Reading; 
-thur Ahr, .1970 

• ; ■ ; : :Delmar Publishers ; 

I'i.' Elementary Blu epr int Reading; is designed for students, 

'^r i i'^ . apprentice s^^^ others in the machine and allied 

EKLC 



''"tWdes'^wHo^^^ iWterpreT~"inaust 

prints without, •learning how . to :make m^echanical drav/ings or . 
master drafting techniques. The text is divided ; into 23 
; instructional ^uriits ^progressing in a logical order of llea.rn- 
ing difficulty/ Each, unit involves the application of 
drafting fundamentalsr drafting symbols: as recommended by the 
American Standards Association and machine trade terminology. 
Study questions are .provided , as well as drawing assignments, 
to give the student the opportunity to apply what he has ^ 
learned. A review of common fractions and decimal fractions 
is included to serve as a reference in calculating dimensions 
required in the study questions. - 

■Starter Blueprint Workbook for Pre- Job Training ■ 
by Joseph Todd, I967 ~ ' ^ ' ~^ ■;■ 

National Tool, Die and Precision Machine Assoc. 

Pre- job industrial students can make use of this text 
as a first workbook in blueprint reading. The book provides 
an introduction to systems of engineering drawing, and has 
lessons on the following topicst isometric and end-views, 
mis.sing view problems, missing lines, applications to produc- 
tion prints : and, meanings of blueprint abbreviations. : Numer- 
ous examples of drawings are included to help the student in 
visualizatipn. Most of the lessons are composed of a small 
amount of written instruction and many drawings. The draw- 
ings further encourage student learning by the inclusion of. 
questions aimed at their content. Because of the large 
■number of illustrations, this book seems to be well suited 
for the beginner. 

BUILDING CONSTRUCTION : :„ : ..h L : 



Apprentice Carpenter . Lesson Plans, Study Guide and 
Workbook, 1971 ; ■ 

National Laboratory for the Advancement of Education " 
The Aerospace Education Foundation 

-Created and validated by the'U. S. Air Force, this 
instructional package contains texts, lesson plans, workbooks 
and programmed . units. A complete- plan of instruction spells 
out sequentially the : learning objectives for each module in 
the system, lincluding support materials and instructional 
methodology -keyed to ;the objectiv-es. 

The course includes , an introduction to carpentry and 
provides; instruction on'^the carpenter * s hand , portable! power 
and shop tools, construction and maintenance of wood 



•-'S-truc-ture-B-,--a h^i- - ins-ta-l-l-a%ron- o-f " "o^^^^ -Units - or- 

imodules include|r introduction , to' Carpentry; cabinet , ''''■■y-"''' 
iconstruc tion; building construction; and building finish y ■/ 
;v/orK*' / • ■ , " / ' ■ _ --v 

The Art ' of /Bricklaying; * . • ■ ■ 

by J. Edgar Ray, 1975 ' ' "'-"K-':::--.v 

Bennett Books ' ' • / 

The background information ^^'^rt:>skills necessary for .. 
bricklaying are covered in a text ^^signed, f ' r industrial:-; - 
education studentr>. The follov/ing topics are coveredi The 
Story oiiBrick.; Gomposition of Brick; Lime, Cement, Mortars; 
Tools; Spreading Mortar; Corners* /Rising Raising 8*' 
American Bond, Raising 8'' Flemish/Bond Layout of Corners in 
Various Bonds ; Suggestions for Apprentices; •V/alls, Speed 
Exercises; Bonds and Patterns in Brick^vork; Chimney Cbnstruc- 
tion; Special Aspects of Brickv/orK; Arch Layout, Construction 
Brick Details and Construction; Advanced Problems in Orna- 
mental Brickwork; Photographs of B^^^elleht 'Brickwork; Laying 
Cement Block; Scaffolding; and Masonry Veneer^ A glossary 
of trade terms and a student ' s progress chart are also 
included. 



Basic Electric itv.--Theory and pra cjAge. - ■ 
197^ V ' 

- Nev/ Jersey vCurricu.lum Ldb- ^ , 

Rutgers, K ilmer' Campus'' - . 

/This text is primarily suited for teaching electricity 
as a related subject. After the^ tjnits^^^^^^ 
"recol^h use, the author^ p^^ sen f undaSerita 

of electric ity.. ..-T-hese include Ohm' s Law, parallel and 

series circuits, meters, batteries* circuits^ relays^ and 
lead identification. Each unit haS:^ an achievement test. 
The information is presented in ir^-ividual-lesson form.- 

Slueprint Reading and Ske tchin ^"Ca££entr y Trades 
'by. Leo McDonnell, 1957 

Delmar Publishers 

This textbook provides advanced instructional material 
for students, craftsmen, technicians arir^ others, in the 

carpentry or masonry trades who n^ecl the ability to 
read residential blueprints anri m^J^^ ' simple trade sketches. . 
Lnstructional units are provi<_^ which review dimensioning 
and: the: use of scales. Review problems; are included that 



chock mastery of the. ^-'^Tnatipn^^p.re.vip.usly, pres„ented.', J_ 

"WooF'TraniinV pi and floor plans' are r v/ered, next • , The • 
:section of instructional units deals: v/ith detail drawings of 
cornices, walls, windows and doars,! dormers, louvers, 
cuppola; stairs, fireplace and mantle, and cabinets. Infor-'^ 
mation on quantity and material; lists is presented in the 
last linit. comprehensive review of the: entire: text is. 
provided at the end. 

Blueprint Reading; for Plumbers 

by Bartholomew D ' Arcangelo, .B. D • Arcangelo . and J. R. Guest, 

1973 .. ■ - : 

' Delmar Publishers 

Blueprint Reading; for Plumbers provides instructional 
material for plumbing and pipefitting students who must 
develop the ability to interpret trade blueprints and plan 
the^ installation of the required^: plumbings The student, upon 
completion of the text, should .be able to interpret^ all types 
of trade drav/ings, make orthographic or isometric sketches 
of plumbing installations, and 'mak mechanical plan of 
piping for both residential and commercial construction. The 
units of instruction are grouped under the following four 
topiosi Piping Drawings, Isometric Pipe Layout, Interpret- 
ing; Residential Blueprints, and Commercial Building! Blue- 
prints^ •Each! unit includes unit objectives, illustrations 
of the principles, and assignments . The assignments at the , 
end of each unit provide the student with: practice, and serve 
as a check on the mastery of course contenx. Sample: blue- 
prints are provided where appropriate . . 



Bricklayer and Stonemason 

■19.73 : : ^ " " r ^" : ■■ " " ■ : ■■-"■■---■tt:" 

^ University of Texas at Austin \^ 

rs'erving "as a study manual, this book provides a com-, 
preh^nsive and well-illustrated discussion of the tools, 
materials, and procedures used in the masonry tradeso The 
t?^ct contains 10 assignments and is 189 pages in length. 

/ ■■ • . ■ . - , 

Bricklaying Skill and Practice 
•by Robert Putnam 

American Tecr'inical Soc ie ty. ■ 

■ - The current and modified techniques-, practices, and ■ 
materials nov/ used' in bricklaying ^re; comprehensively , pre- 
sented' in this revised text. Thoroughly updated-, it fully 
meets the needs of today 'Jsvapprentice tradesmen in training 



/-^i^lA.:.. ^.?....^-i3Pse ,.pf . .the j purney.TTi,en, . .foremen,. ...and -superviso-rs - 
" who, ne^d .ref resher^'training. =New- chapters v/ith updated inf or- ^ ■ 
mation .are .added on safety, ^ basic tools, building materials; ^ ■ 
and methods, and construction techniques. Included is nev/ : 
information ,on. epoxy mortars, pre-fab panels, bricklaying in ; 
.heav^/.jconstruc tion, and use and handling of welding equipmentr- 
..plus archatiter on concrete block. All the^. information and^ v -;^ 
£?:uiderines conform to the ^federal, state, and', private ' standard- -y^': 

settinc^: .agenc ies. ' \ ^ ' - ■ ; i ; 

- _ ♦ J 

Build a-3e"tt er Lif e, Film 

.Modern Talking Picture Service 
■' ■ ■ • . ' ' ' •■ 

The experiences of ; young men starting their careers -in 
the construction industry are dramatized in this film. Their^ . 
work, their lives and their-Tworr.ds serve to give an Inside v : 
view of young people happily employed in this field. The film 
may: be borrowed from a Modern Talking Picture Service library. 

Buildi n g Construction, Volume I . Instructor's Guide and 
Individ^ ual Study Guide , 1973 

University of Missouri-.Columbia ' ' • '. ' ■ i 

These two manuals, one for use by the instructor, the 
other by the student, deal primarily with residential' 
carpentry. , Contained in the first part of the comprehensive 
instructor's guide 'is an occupational analysis upon v/hiich the : 
lesson plans are based. There are lesson plans throughout 
the guide using the following format: scope of the unit; 
behavioral ob.iectives; references; list of 'teaching aids; • 
introductory statement; lesson outline for, steps \of procedure; 
~inte-raG4:4-on -'items ;-^^ s and" 'sample^' test - ~ - 

items. Units included are: orientation, building prepara^^ - ' ■ 

tion, and preliminaries; concrete and concrete construction; 
and floor and . wall framing. A set of 86 transparencies and 
11 handouts related to this volume may be purchased. 

.The student's study .guide covers the same units 'and 
lessons but does not follov/ the lesson plan format which the 
teacher uses. Nine tests consisting mainly of multiple- 
chQ:ice questions , end , each unit. , . 

^4A.liLy}S Construct i o n, . Vol ume II . Instructor' s G u ide and 
Xnd ividua]^ Studj/ Guide ; ■ 

1.9p. '.(^'^'''^^^^^^^ . .': . ■ ' 

. A continuation of Volume I using the same; format, fori 
both -instruc tor' s ^and individual, study^guides. Units include : 



.'.i^oof^ frarning -an 
insulating and heatingr finishing; ext finishing i 

interiors^ arid ^guidance . ' A set of 96 transparencies related 

/ tip . this volume are also purchasable . ' " : 

i Buildirip; Construction and Desiw^n 

,by Harry Ulrey, " 

' ' Howard V/. Sams and Go. , Inc . ' 

The numerous, factors that must be considered when" 
designing or constructing arjy type of building are covered 
in this book.; Among these are type of terrain,, geographical 
location, accessibility, kinds of materials and the ir cost, " 
arid occurrences of nature. This book will aid the builder, 
designer, or student by loresenting the information needed to 
avoid or correct common building faults. Actual examples 
illustrating both good and bad building designs and con- • 
struction procedures are given. 

Building with: Steel 

i by Don A. Halperin . ; 

■ Americari Technical Society .1 

In this revised text, the explanations of the principles 
of design andvconstructipn are clear and easy-to-understand, 
so that; a minimum of previous itraining is required. The \ 
author : covers all primar^^^ elements of buildings constructed ; 
with vs tee 1 arid ' give's proper c oris ide rat ion :to secondary ele- 
ments suchias prefabricated curtain vigils, doors and door 
:.f rames, ^ etc . Current practices iri riveted, bolted, and 
welded- connections are thoroughly;"covered . Triis revision 
: includes the use of all new steels, and, actual tables from 

.the ;. Amej:ic„a of Steel Manual .a.re:__.prpvided^^ _ 

in solving problems. 



Careers in Construction, Film 

rl97^^ ' - ; : ■ ~~ • , 
Pathescope Education Films, Inc. 

This film" covers the many jobs -in the construction 
industry. ; Part I presents interviews with^ people in the. 
construction business discussing opportunities in the ^ major 
areast, residential building, general building, 1 highway con-^ 
,struction ;and heavy construction. The . available: jobs at' all 
levels are discussed, as well as actual work day activities,; 
responsibilities, ^ and: advantages and disadvantages. Part , II 
outlines the methods of entering this" field.. • -Suggestions are ; .: 
given for sources of further information. 



• GarpenlrvKand ' Building; 
'by 'Harry' Ulrey "~ " 



Howard V/» bams and Co., Inc. 



text 

and - 



to 



: A -question and answer - forrrat is used in this 
cover ^'f requently encountered problems in carpentry 
building. Complete description of at least 25 situations| 
under each category-' enable the* studeat of carpentry and -| 
building: construe tlon to acquire a comprehensive; backgrounds 



Construction Contracting; - 
by Richard Clorigh, 1975 

V/iley-Intersc i^nce 

In covering topics that are important in the operation 
of a construction company, this' book first presents a;: survey 
of the nation's largest industry, then covers major aspects 
of construction contracting. Examination is also given to 
management facets of the industry, such as recent legal 
experiences in areas like bidding, contracts, insurance and 
labor relations. The focus, throughout the book, is bn^the . 
latest praptices and procedures and many examples are given 
to clarify the text. • 



Construction Estimating ' * 

by Raymond Jones, 

Delmar Publishers . ' ■ 

This book isMntended f or those /Working .in construction 
who are interested in learning how to ; estimate the airiount 

of. material, time and .equipment :requ:ired.^;^.^^^^^^ 

construction project* Parts I and II discuss the various 
majorTf ield's'- a in terms of:.:t'he procedures and 

specif ications , required to jconstruct a small residence. 
Parts HI and IV are built jaround a complete set of ., 
architectural plans for a, small' -commercial building., This 
book is designed for both classroom use and home study. The- 
package .consists of;a: text; /architectural drawings of , a 
residential and- a commercial building; and a pad of 
Estimating Data sheets. 

Construction Learning Packe ts 

■ Continuing Education Publications 

150 learning packets dealing^with-; the construction^ 
cluster make ' up this program. : Areas: include i .. matheinatics| 
hand tools; power tools; wood properties; ' concrete; 
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, fasteriers; .safety ; management;; :,f;oundations ; blueprint: read- ; 
work; kitchen cabinets';;,^ -pipe trades; and .finishes. ' ^ 



Course in Carpentr y 

California State Joint Apprenticeship Committee 
Bureau of Publishers, Calif ornia State Department 
of Education 

Serving as a supplement to on the job experiences, thiS:'- 
book provides a training course for apprentices in carpentry. .' 
The text is divided into five units, covering the following 
topicsi rough framing, roof framing, exterior finish, interior 
finish, and stair building. Each unit provides instruction, 
assignments and a study guide. Diagrams and drawings illustrate., 
the principles and techniques. . , 



Electrical Construction ; ^ 

by Robert Spinti and Tommy Koonce., 1971 ] 

University of Missouri-Columbia 

■ This course of study . consists of an analysis of electri- 

cal construction together with assignment sheets covering the. 
related occupational information to be taught by the school. 
The analysis 'Of - electrical. construction is a breakdown. of the, 
many taskS: the electrical c onstruction worker should be able 

; to ;do, and the related ; information the- worker should know. 

VEach "task is .accompanied by an assignment sheet. These 
assignment/ sheets provide supplemental information, references 
for further readings, and questions and problems for the ^-^ 
"studentvto do. This text is to be used in" con junction with^^^^.^^^ 
on the job training and classroom instruction. 



Exploratory Draf ting-^Carpentry , SEE DRAFTING.; 



Exp loratory Draft in^--Masonr y, SEE DRAFTING. 
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House Wiring 
Lby'i-Roland : £• : Talmquist 

■. Howard V/. . Sams and Xo. 

House Wiring Jdetails the absolute -importance of a: good, 
safe,, residential .wiring job. Suitable for beginning 
electricity studeats and ^advanced electronics students who 
are not familiar with house wiring needs, techniques, ahd 
legal codes, this book covers the calculations, materials, 
equipment, accepted practices and techniques, installation, 
and design of house wiring. 



How to Design and Install Plumbing 
by A. J. Matthias, Jr. , Esles Smith, Sr., and 
Robert J. Volland 

American Technical Society 

Explanations and illustrations of standard plumbing 
practices are presented in a text for students, architects, 
apprentices, journeymen, and other construction tradesmen. 
Coverage ranges from explanations of the . smallest details to; 
complete systems of water supply, pumping, drainage, sewage, 
and ventilation. / „ • 

An Individualized Learning System> for Carpentry 

Learn Fast /Systems, Inc. < 

y This 'learning system is^'designed |tp allow- students to 
learn at their own pace., ; The learning package, system contains 

2 partsi li) the task package, which deals' with each iv. 

performance^ objective, and 2) I'the unit package,- which i; 
contains a number of task packages related' to a given- unit of 
instructiony The package; includes .1^. unitsy covering the 
following topics; carpentry, hand tools; portable power . 
tools; working machine topis; lumber; fasteners and^, adhesives; 
plans, specif ications and codes for houses; \h6us^e';f ootings" - . 
and foundations; household cabinets; floor framing; wall., 
framing; roof framing; exterior wall f inishs^-interior walls, ■ 
ceilings and fioors; and dopr and interior, trim.-: ; ' 



Masons and Builders Library . ^ - "*.:T 

by Louis M. Dezettel. . ■ 

' i ■ Howard; W. 'Sams and Co. \, : 

The approved methods of masonry construction in "alL ■ 
branches of the: building . tx^ades .-are explained- in :, this 2 
volume :set.; It gives ideas, me thbds ^and plans^ from, the | 



• pracitical experiences of successful' masonry ;V/orkers. rThej-p'.jvv' 
- : wh'ore s^ of modern" bricklay ing and masonry is taught i ; : 

, in easy: step-by-step essential; ; ; 

^ ■ ; ' facts" of , masonry based on! actual experiences, includlngrv^ ^. : ^ 
,: / !" statistics;, rules processes, definitions, fonaulas,xiiagrams,^^^^ i' : 

i! tables, and; estimations. • 

-? ; Mathematics for Plumbers' and Pipefitters 

; by Bartholomew D'Arcahgelo, Benedict D'Arca.ngelo and 
\{ Russell J. Guest, 19>73 ' 

Delmar Publishers ^ , " 

The aim of this text is to t'^^vch specialized mathe- 
matical principles to those in the plumbing and pipefitting 
trades. „The emphasis is on the development -of usable skills > " 
in the layoiit, measurement and computation of pipe lengths. 
New materials and techniques are covered. Instruction is 
provided on the measuring of pipes and the cutting:- of pipes 
both on the job and in the shop.. The princ iples are first ... 
reviewed] ,then followed "by^problemsiprovided for each topic. 



Modern Carpentry 
by Willis 'Wagner 

Goodheart-Willcox Co. , Inc. . ; 

Modern Car p entry is an" easy-to-understand encyclopedia 
of basic information , on modern . building methods and mater-, 
ials. Special pmphasis^is. placed on framing; proqedures. ' 
Drawings and photos shdw typical: house" construction details, 
from building the foundation to completing the roof. Modern 
carpentry' practices are illustrated and. described in simple 

language . Ful 1 . info rma t i on : i S- gi ve n- .0 n h 0 w^~t o- u s e- -bo t h - hand - - 

and power tools correctly and safely. A special color 
insert.shows color and grain. characteristics of over 70 • . 
native and foreign woods. Modern Carpentry provides basic 
instruction for students in High School, Vocational School 
College, Apprentice . Training, and Adult* Classes. 

Opportunities in Carpentry Careers 

by Roger Sheldon, 197^ " ' ■ ■ ^ ' 

Vocationa(.l/Guidance. Manuals 

:The ;work of :the;';geneTal carpenter,: the^ ,c 
the: mill wri«3;ht^ trade and re- ■ . 

related:^ fields 'is examined ir^:,this ; book.- It: describes 
remodeling and maintenance , and "seasonal and casuaH work. 
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Glassroom.;;t^ ^unipn:;: versus nonunion jl ... 

' IatM^ri"^:^v/af:^^ and fringe ■benefits- are also discussed .''A : v :r 
comple.te.-,l 'i.Sit^ of regional; apprenticeship, off ices, is included, 

Plumber ' - ■■.^■r' 

1969 ■■ , • ■ ;■: ^ ' 

University of Texas at Austin 

Plumber is, a study guide with unit tests. ■ Safety,: 
blueprint reading, tools, mathematics, pipe, connections, and, 
joints,, materials and equipment, /sewage disposal, water 
distribution systems; maintenance .and repair, . and other \: 
topics are d'ea.rt-with in 65 assignments (19 units) . / This 
study , ^uide is based| on Plumbing; !, by' Babbitt, i960, McGraw- 
Hill; and Ho.w to Design and- Install Plumbing; , by Matthias 
and Smith, 1964<, ; American Technical Society. 



Plumber and Pipefitter ' ' , 

1974 r 

The, University 'of Texas at Austin 

; ' This manual' "contains the basic ' information .for; the 
plumting and pipef itting trades, needed byj'a two-yearl'student: 
as related instruction for^ 0I1 the j;ob training. 'Thei, 22 • . 
assignments ...coyer safety, hand tools, fasteners, water 
supply systeiifis, waste systems, and welded lipipe /wor^kt ; A ' .,. 
required 'reference is Hand Tools for 'Me ta!lworkirig': Trades ," 



.3rd, edition,;, 1972,' which is.published by -this department . 

Plumbers and : Pipe -Fitters Library 
by Jules Oravetz, Sr. 

" " TTT Educational Publishing . ! 

The books 'In this series were written to provide the 
student and apprentice ^|/ith the .related • classroom instruction 
necessary to becoming a' competent . tradesmano Recently 
updated by a prof essional engineer utilizing the latest 
developments in the plumbing '.and heating industry; this 
series'i'is particularly suitable for use in comprehensive 
building trades programs./ ■ < ■ ' 

: VOLUME' 1.- Contents: Piping mathematics; . physics., for 
plumbers - and ipipe, fitters; plumbing mate,rialsi sheet ,; metal;. ; 
pipe'; : tools; soldering.; lead'' work;- f ormulas,;; tables, .} j ■ 
calculations; and review, questions.' ; ; ' ■ • ' 

v:; VOLUME 2.; Goritentsr^ : drainage; sewage, 
disposal;: pipe joints; pipe fittings; 'rough ing- in; valves 
and faucets; fixtures? and review questionso . , 



VOLUME 3* :,Coritentsi ' Pipe fittings; gas piping; steam 
heat ing 1 systems ; hot " wate r heating systems ; :bo ile r f it tings ; " ' 
V heating; system planning;:; fuel-oil tank installation; air 
conditioning; i braxing and welding; and review questions. 

Related Informations ' Plumbing 1 ' , 

I by Harry Slater, 19 58 , , ' 

! : . Delniar Publishers . ■ \ , ; 

I . A competent plumber must not only develop basic skills, ■ 

:; v b be ;capable; of applying a wide range lof the technical ' 

i^ re la t ed t o; h is trade .i Plumbing; is the first of 

'; a: th presenting the related ; technology 

; needed ^ to supplement; the practical work performed by the : ' , ■■■ 
: apprentice^ on the job. This book is organized according .to 
- ar unit ' patt which allows the instructor to structure th'e ■ 
,, ^ : c as to meet local training ^requirements. The ~ text ■ 

...i ; ::'! : i s d Ivid ed 'int 0 the, following 7 sectionsr Pipe: and Fittings,,: 
!:j Soil Pipe, ;Cold Water Supply, Drainage. Systems, Hot V/ater 
dp ; Supply and Fixtures. The sections are divided into units and ; 
i i-: i ; each unit contains Ob jectives. Related Technical Information, 
:; , ■ and Suggested References. Assignments are provided to. give 
■:. the student opportunity to test hisi mastery' of |the : 

■content; of the unit. Charts, diagrams and drawings are also. ^ 
included to help illustrate the material. 

\ Rellated Theory for Painters and Decorators 

Rutgers, Kilmer Campus 

: This is : a rather elementary trea;tment of the painting 
trade, designed toi increase the students ' understanding of 
. :the materials they: deal; with. Under :i '*Tools and Equipment, " 

v.. stress is placed on safety precautions. Also discussed in 
■ some detail arei kinds of paints, vclear coatings and 
finishes, color, paint failures, and ;spray painting. An 
' ; . . extensive glossary is included. The book is illustrated with r 
pictures and numerous cartoons, 

i- : Residential Wiring (House Wireman ) 

1970 I 

University of Texas at Austin 

K : : Residential : Wiring is ' a study guide with unit tests, 
i The ; ,3^' a-ssignments (8 units of study) cover safety, tools, • 
■ . roughing-:in,;ntrim~out, signalf system, ' appliance installation, 
,: troubleshooting', service calls, and customer relations. * . I; 
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Sheet Metal Blueprint Reading; for the Building Trades ^ 
by Claude; Zinngra be,: 1971 r \ / v.:: 

I j: Delmar.yPubHshers. . \ . ■ "r';'' 'v;'. 

: ^; : The' purpose of this, book is to teach the student to. ; 
■interpret those plans which deal with the sheet metal trade 
in j; building construction, andi other trade prints related to 
•sheet metal work, This knowledge will help in the 'efficient 

■ ■fat:, ication and. installation of sheet metal work ^ The book; 
is divided into units of instruction, and objectives and ■ 

■ assignments are included along with the ins true ti onal ; . : 
material . Fifteen drawings are provided in the back of the - 
book: and are designed to be used with certain assignments.' ci 
Detailed instructions for the completion of all assignments ; 
are provided throughout the text. A review of measurement, • 
angular measurement and drawing ^ is also provided • However, r[ 
:a; knowledge of basic mathematics and mechanical drawing is; : 
assumed. 

Templet Development for' the Pipe Trades 
by R. J. Jones, I966 

• ■ ■ ^- 

Delmar Publishers.. 

Using a logical sequence of instructional units, this 
,book covers the fabrication of various pipe intersections 
commonly used in heating, plumbing and power plant installa- 
tions. Beginning with the simplest form of pans which, may 
be used as^liners of other containers, the text, progresses 
through the fabrication of roof flanges and cylindrical 
-objects to the more complex methods involved in the develop- 
ment and layout of complicated pipe intersections. .Step-by- 
step explanations of the. principles involved enable the 
student to progress through the various steps of rectangular 
and cylindrical layouts. Diagrams and detailed instructions 
accompany each assignment. Each assignment 'includes a 
problem in pattern development and a series of review ques- 
':tions to insure mastery of the material. '\ 

\ ■ . ^ . 

^ V/iring for Your Home , Film 

Changing Times Education Service 

■ ■ ■ i 

This film provides an artwork presentation of the 
fundamentals of electricity and emphasises the importance 
of adequate wiring, fusing and c i^rpi^iits^^^i 
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Woodworking; for Industry J ''^ 

. by. John- Feirer., : 

Bennett Books; 

' This book provides an introduction to the field ; of 
woodworking. It covers building construction as v/ell as 
cabinet making. Technological developments in products, 
tools and ; building techniques are also discussed. The book 
is written i,n direct, ;simple; language, 'i 



©BUIUDING MAINTENANCE AND HOUSEKEEPING 



Bu i Id i n g C ar e f o r H o s p i t a bl 1 1 y Operations 

ITT Educational Publishing \. ; . 

The proper prof essional maintenance and ; cleaning of all 
buildings, restaurants, and public areas in hotels and 
motels is presented in this complete and practical guide. 
This' text emphasizes steprby-step instruction for the non- 
specialist employee, such as the utility worker, handyman, 
or custodian. The book also offers a ready reference for 
management concerned with clean, economical: building care. 
It serves ias an invaluable aid to maximizing contract clean- 
ing, since the contents^are full of shortcuts, ' trade secrets, 
and cost-cutting; techniques. Specific topics discussed arei 
wall washing; window washing; floor care; cleaning public 
;areas; lobbies, stairs, and corridors; lighting maintenance ; 
washroom cleaning; pest control; cleanability in design; 
care of painted surfaces; maintenance of metal surfaces; 
special cleaning problems; restains; minor repairs; and 
structural care. 



^; Building: Maintenance 
by Jules Oravetz, Sr. 

Howard W. Sams and Co. , Inc *; 

The ^m^-terial for this careful survey of building 
maintenance areas was collected and wri ;ten by a professional 
engineer* Maintenance personnel from many industries were 
involved in contributing information, since the maintenance 

; of modern office, industrial, educational, and public build- 
ings 13 a complex 'operation calling for many different 
skills. This text is widely •a^cepte^^ 

' sp^c T^l-W&t^^ riot oiSy" ex 

: methods and techniques of maintenance and- building repair, 
but stresses maintenance-cost reduction through preventive 

,= measures. 
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: , . The /ccntents includei painting and decorating; 
plumbing and pipe fitting; concrete and masonry; carpentry; 
roofin^: maintenance; glazing and calking; sheet metal; 
electrical maintenance; air conditioning and refrigeration; 
insect^and rodent control; heating; maintenance management; 
and cu!:itodial praqtices. 

Buil ding; Maintenance Man , ' 

1973" ' ' . ■ •. ■ 

University of Texas at .Austin 

Designed for use by high school students, this manual 
is a broad sti^dy .of the- fundamentals of carpentry, plumbing, 
painting, stuccoing, texturin,g, paperhanging, screw stud 
framing, floor covering, roof ing, glass work, concrete work, 
electric motor -servicing, and many other trade areas required 
of maintenance mechanir^s. The text consists of 4-5 assign- ; 
ments and is 378 .pages long. A 1 coordinators guide is also s 
available,. 



Cleaning Restrooms Self Training Course 

Restaurant-Hotel Aids . ^ > ^ 

This booklet covers the complete restroom cleaning 
job in steps and photographs that are quickly read and 
easily understood. Included are '53 photographs, 3 review 
sections and U tear-put checklists for on-the-job use. 



Custodial Training : /: ■ , i 

Learner's Manual, I966 

■The Ohio State University : 
Instructional Materials Lab. 

An excellent source , this manual was designed to give 
building custodians a better understanding of the problems, 
involved in providing adequate building services. It 
presents, in an organized manner, many ideas, practices, and 
suggestions which have been successfully used. The material 
included is adaptable for training custodians for any type 
of building, i.e . of f ice, school, 'industrial establishment, 
institution, hotel or public building. The following topics 
are covered r work schedules,,: operational tasks (such as 
dusting, cleaning, etc.), different floor types and their 
::c a r ev:"^Ti: abr^'im 

purchasing of equipment. • j , 



Functional Housekeeping; in Hotels and Motels 
by John T. Pales 

Howard W. Sams and Co., Inc» 

The management of the housekeeping function in today's 
hotels and motels has achieved a high degree of effective- , 
ness. Its development in recent years has been rapid and 
significant. This book'' will enable the student to review 
the: state of the art of' hotel and motel housekeeping as it 
exists today and to ass#S*t in its further progress* .The ^ 
book's contents include: Organization; Staff ; Employee 
iRecruitment, Selection, and Placement; Training, Human 
Relations; Job Study; V/ork- 'Improvement ; Organizing, Planning, 
and Scheduling; Operatiolis and Controlling; Fire Hazards; 
Purchasing; Materials; Floor Care; Linen Service; and 
Discussion Questions. " 

Home and Building; Maintenance , ; 

by James Wood in and^ Louis Hayes, 19^9 ; 

KcKnight and McKnight. 

This book .supplies the following information for those 
buying a home or even maintaining an apartment: 1) ty'-jcal 
^maintenance jobs well within the capacities of the hi-.:; school 
student or the average homeowner; 2) basic information needed 
in *Vsizing-up" a job. and 3) information useful, to custodians' 
of large buildings. The book provides basic information on 
.the skills and tools needed for many maintenance jobs, along 
with a £^eneral knowledge of the operation of devices and 
systems. The following topics are covered: electrical 
service and systems, maintenance of electrical devices and 
applicances, the plumbing ^ system, -heating systems, tools^and 
equipment, care, of floors and furnishings, painting and 
interior maintenance, exterior maintenance and special 
problems and activities. Each chapter has .suggested activ- , 
ities and a list of references for future readings* Many 
pictures and: diagrams' are provided to clarify the subject 
matter* Tables and charts are included- in the appendix 
which supply the information needed to carry out various 
maintenance jobs. ^ , 

The Maid: Gleaning; the Bathroom , Film, H 201 \ 
National Educational, Media, Inc. 

rh^rnonstrated in this film. It provides instruction in ' . 
cleaning the wash basin, fixtures, tub, shcwer, toilet bowl, 
floors, and walls. Careful attention is paid to providing , 



necessary supplies and to the correct use of; detergents andJ: 
other chemicals. The importance ' o-^ i^epcrti<ng malf unctioning 
- ■ plumbing or electrical equipment is also stressed. Con- ; I 
sciientious work and thoroughness is encouraged throughout. 



The . Mai d: M a king Ut? the Room . Pil^^, ;rH 202 ' ^ : 

.National Educational Media, Inc." 

. . This film demonstrates tl^e ^responsibilities, of a maid ' 
making up a check-out room, with -^Pecial emphasis giyen. to • \ 
thoroughness in cleaning. Emphasis is placed on the proper . 
technique for making up a bed, ^ell as clean-up procedures, 
changing of linens, dusting and p^^per guest relations • 
Also included is disposal of wast^^^^sket contents, replenish- 
ing supplies- handling items left^y guests and final in- 
•spec ti on. - . 

Sanitation, Safe ty, and Maintg j}anSJ§^lana g:ement 
by Bruce , H. Axler 

. : ITT Educational Publishing : 

A cbmprehensive , in-depti^ discussion of all aspects of 
sanitation, safety, and maintenance for the manager is pro- ; 
vided by this text* It includes practical suggestions, dis- 
cussions of the manager * s responsibilities, and tips on 
safety for both employees and the Public. The importance ; of 
maintenance and sanitation is emphasized, and methods for 
implementing the suggested, proced^ires : are included. 

The contents include: introduction : to the manager's 
responsibilities and e.ponomic implications; microbiology of 
food ;and environmental surfaces; employee and public safety; 
food preservation and conservation? food handling management; 
warev/ashing operations; environmen''^9.1 sanitation; general 
cleaning practices; general mai^t^^^^nce practices; landscap-- 
ing and structural maintenance; svi^^Ming pool maintenance, 
sanitation, and safety; personnel T^^nagement; day-to-day 
management; increasing v/orker prod^citivity ; specification 
and purchase of equipmerit and supplies; appendices of records, 
formsf and checklists; and questipJ^s. 



CASHIER AND CHECKING 



Cash ^or Charge 

byi Richard EverhaLrdt. 



Ohio State University" 

The Distributive .Educational Materials 



Lab 



This manual explains; the importance of retail credit, 
identifies several of the more popular types of credit cards, 
and describes how to fill out cash and; charge sales checks. 
The manual is divided into 2: parts. Part o:ae- contains simple 
.examples of cash slips, while part 2 includes actual checks - 
that .are used f ot' Bank Americard; sales. Because the publi-' 
catidri-is intended; as a preventative aid to problems which : 
distributive educational students might : fa on^their jobs* 
its use is recommended In conjunction with the student* s 
da^ily encounters. Presented in the manual are : 1) methods : ■ 
:f or teaching the various sales concepts; 2) ;^support^e trans- 
parencies, and 3) student handouts. 



; : : Checker-Cashier I • . ; 

; by Edison and Mills, 1975 

South-Western Publishing Co, 

The fundamental operation of the. cash register • is - 
■■ presented in this -.text-workbook. It consists of nine sections 
of textual material with a total of 29 working projects. The 
book shows the^ place of the cash • register in store control 
and presents textual material dealing with such topics 'as 
y-[ ^ public relations' and the store image. The workbook will* 
■ ; ' require 20-25^ class -hours to complete. 

: Checker* s Manual . i 

• National Association of Retail Grocers < ; 

: The pr^ocedures^ used by food' store cashiers are out- 
:iined in this .-manual in the format of step-by-step explana- 
, ,.■ tions. Material concerning dress, , work attitudes, checkout 
• procedures, anci sales tax are included. information is 
-:given on how to handle common errors on the cash registert. 
redeeln empty containers, cash checks and. answer complaints. 

Handling Checks and Credit Cards , Film, B kOk 

: ' ^ ■ ■ .'National Educational Media, Inc. 

rrr=.r=:r=r^r^n^^ casHiers Sasic procedures 

■■:■■:!■; ■,: for handling checks and credit cards. Methods for determining 
which :checks-and credit cards are acceptable, which sh^ould , 

■■•\;;;;;f:;:?^;^^ 

o " ' ■ 
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'be 'r^ iioc ted 'and v/hich. should be re fe fired to the manager or ' 
cred'it: department . are dembnstrated through dramatic i portrayals ; 
of i check and credit' card .transactions^^ The f ilm stresses 
the points which determine acceptability, such as the con- ■. 
ditions of the check or credit card, to whom the check is made 
out, correct dates* expiration dates, acceptable jijoney limits, 
and other determining; factors. Also- included are "correct 
procedures for securing customers' proper identification and 
many other factors in check and credit card acceptance . There 
is an emphasis throughout the film on customer courtesy. 

:Ha:l'dlin_n; Money ,. Film, 3 ^0^ \ .. . 

National Educat:- onal Media, Inc. 

.Proper and safe methods of handling money are important ; 
parts/;C.f protecting business- establishments against loss. ■ 
This '%x^ demonstrates _basic princ iples involved in the ^ 
transfer of money; from one person to another. 'The f ilm ' 
emphasises that such transactions can be accomplished safely 
and with mutual satisfaction. It attempts to create the 
attitude in employees of "treating your money as their own." 
Real-life situations involving cashiers and clerks are used 
to present, in detail^ the proper methods of counting money, 
making change and avoiding the errors commonly caused by \, 
interruptions. The film makes personnel more aware of areas 
in which mistakes most often occur. , Special consideration is 
£rive-: )to the handling and treatment of large bills. ' 'How to - 
.spot marked, altered, or counterfeit money, and. the artifices 
of the short-change artist are also discussed. 

My .First Jobr Checker-Cashier , Film ■ 

■ Coronet Films, No.' 3^3? 

A young woman working in a medium size supermarket 
talksstabout the personal qualifications and the responsibili^- . ; 
ties of the checker-cashier, j 

My First . Job; 'Dru£;store Clerk , Film 
Coronet Films, No, 3^^0 

A younc::. woman relates some of her sales experiences and . 
on-the-j'o'b training in a medium size drug store. Her job ■ . v 
combines, ail three areas of retail workj selling, cashier 

d u t i e 3 f a nrL__s. tcIcMl.§^^di^^ 
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The Retail Cashier f Eilmstrips with records 
■ 'The -Chase ; Manhattan'' ■Bank;;'; ^'^v' 

■^; ^; M -'^ -"y'r 

Designed to fit any. distributive education program, 
these filmstrips depict all aspects of retail cashiering. , 
Counterfeit currency is the topic .of the first f ilmstrip, in 
which students are shown exactly what to look. for when 
suspioidns arise. Handling cash, me thods of counting, mak- • 
ing change, ; and sorting bills are among the procedures 
described in the second filmstrip.^ Checks are, reviewed in 
the third f ilmstrip, : and students are shown how checks 
clear, : how long the procedure takes, as well as how checking 
accounts are maintained. The fourth .films trip is -about c red it' 
cardsi^ the different / types,: the limits; each carries; billing, 
and, "hot lists." The : fifth f ilmstrip; shows students how: to 7 ; 
go about securing customer identification. Here . students 
are given guidelines on the validity of the- different forms 
of ID . The filmstrips come with a text-workbook that U> 
encourages student involvement with many different kinds of 
interesting exercises. I 

V/hat Every Glerk Should Know f 

National Association of Reffcail Grocers 

Beginning retail food store employees may find this 
booklet useful as an aid' to accelerating^ their orientation to 
the various jobs for- beginners.; General personal appearance, 
'manners, work attitudes, and work tec hnique.s; are stressed. 
Tips on how to sv/eep floors* clean and resto-ck shelves, build 
displajf-s, and maintain an attractive store, inside and out, 
are included*. 



COMPUTER AND DATA PROCESSING 



Business Data Processing; I ' * . 

by Robert Albrecht ' "* 

Digital Equipment Corp. - 

Designed for beginning programmers and data processing 
students, this workbook provides a study of data manipulation, 
lists and ordering. The teacher' s guide ^contains' program . 
solutions.' ' 
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■. Computer Concepts :■':'-■■■"■<' *■ 

! b y : the, National Data Processing Institute, Inc • 
ITT Educational Publishing 

These student-action text-workbooks can ..serve as pre- 
requisites for any programming language and contain all of 
the computer theory any student needs. Clearly and con- 
cisely, they cover all of the basic -computer concepts in a 
logical, easy-to-follow sequence. ' The text of these two ' 
volume s^ is intended to coyer all computers, regardless of 
the manufacturer. V/hen reference to a, specific computer is 
necessary, that reference i^ to the IBM System 3^0. 

Computer Dictionary 
by Charles J. Sippl 

ITT Educational Publishing - 

This' die tipnary covers the; field of data 'processing, as 
well as the equipment and systems in use. It lists more than 
5000 definitions, acronyms, and abbreviations, but :is more 
thofi «*Vjust a dictionary." It devotes ,^mpre than ; 135 pa-g'ss to 
20 appendices 'C.ontainiiiag short, factual discussions and 
listings . of ':pertinent \ information on many phases- of electron! 
data processing. ■ 'Ideal for student use, the dictionary was 
"compiled 'by author' Sippl, an instructor of computer and 
related courses, who found that students and other's are of can 
handicapped because- .they I do not understand computer terms. ,. 

Computer Problems for Business. I : 
by LeRoy Finkel" . .:• 

Digital Equipment Corp. ~ 

An assortment of business problems for computer 
solution that are';^rpp^x!^^JiiaLfc£^^ business 
classes. , Topics include comparativ^C^opping, truth in 
lending, invoic ing, mortgages, bank sx^r-^j^ents, net pricingf 
the gas squeeze and_ budget forecasting. TTre--4ieacJi^^ guide 
contains sample problem solutions. . . > ' 

Computer Programming--Assembler Language ' / >v 

by V/illard R. Jarchow ' 

ITT Educational Publishing ' . . ' ' . 

ly complex Assembler Language This text-workbook presents 
the details of Assembler Language codrng through lO unique , . 



profframmin.g problems, usef ul^vwi th the following , third- 
;f?;ene rat ion computer equipment families; IBM System/360 
, Univac 96^ Series, and the RCA Spectra 70v This book 
r^stresses . the programming needs that arise from managerial" 
i and .record-keeping functions /of business and governmental 

organizations. The; student problems, as well as' the 
•..programming examples, all relate to the inventory control 
application of a fictitious electrical wholesaler.. 

Key Punch V^-', - 

- ITT Educational Publishing ^ : 

A full, thorough explanation of . the program card and 
the functions, of the ..IBM 026 and the ^IBM 029 is„^ presented i 
this text-workbook. It contains 21 real-life job exercises 
.including accounts receivable , accounts 'payable , payroll 
problems, time-cards, sales analysis and computer source 
i problems; plus ;slx numeric drills for accuracy and speed. 
■ Using this text-workbook, a student ^ can ;learn through 

piractical applicatioti at his own pace while the instructor 
.: is free to provide individual instructions. v . 



: Key Punch Kit 

. ' Contains the text-workbook and; a kit of . 150O cards In 
.a heavy-duty- box..;. Using the ; text-workbook and kit, a 
■ student can learn through practical ; application .at his own^ 
" pace-. Order with Key Punch text ( listed above) .v 



^ COSMETOLOGY 

The Art of Hairstyling ■ 
by -.American Beauty Service , I966 ,\ 

" American Beauty Career Service - 

: The- Art of Hairstyling includes information on hair- 
..cutting, shaping and pin curling, finger waving, -hair- 
.styling, :and "advanced; styling. The hair-styling chapter , is 
broken down ■into three Mparts, each dealing with a section 
of the hair* The. first division discusses the side, the 
second the top, , and the third the back of the head » The • 
student is .given the opportunity to create numerous styles 
by\combining -the , three in various wayso The manual is ..we,ll 
ilii^strated . : : 



National Career Center 



A look at the career opportunities in hairdressing:^ 
and cosmetology is presented" in this f iJ,iTi#--:---Pt provides ; 
facts on; aptitudes, qualifications, training requirernehts; 
employment' opportunities and other career information.' : 

Chemistry in Your Beauty Shop 
by Arnold Lowman, 1959 

Cardinal Laboratories, Inc • 

^ The author has a research-^'background in 'the pharma- 
ceutical, medical, and--^bi'o^^^^ fields, and speaks with 
authority^^nu-C'hemistry in the beauty salon. ;:Many fundamental 
f a.c ts .-are ; ^iyen on the composition and; behavio 
the cold waving process, shampoos, cream rinses, hair tints 
and various other hair products. One chapter is devoted to ■ 
dangerous chemicals used in the beauty salon. ■ I 

Cosmetology--The Keystone Guide to . Beauty : 
by Anthony B. Colletti, 1970 ; . ; 

Keystone Publications, . ■ ' 

■ This basic ■ cosmetology text deals with both practical 
aspects; of' the occupation and .related theory. The "why" .as 
well as the "how" of the various practical occupations is 
explained, as the material is presented. A cartoon character 
calls attention .to important points throughout the text, 
providing an interesting and unique approach, to a basic ; .• 
cosmetology textbook. ^ ! ' 

• Men*s Hairstylin^ as Your Career , Film 

National Career Center : v ^ 

Is there a need for barbers and men* s: hairstylists in 
today's society? This film helps::,;to/ answer 'that question by^ 
stressing the growing occupational possibilities in -the male 
hair-grooming field. A view of in-training activities is 
presented, along with on-location scenes of ,'internationally. 
renowned hairstylists as they display the iij^ ^^t^ * ' 




Related Science Cosmetology ' 
by Edy/ard Wasserman, 1972 , 



•Rutgers— The S tate'^ 
K i Im e r C3mpu s " 



University 



_ .--'-'"Th purpose of this^ book is to provide instruction in 

the sciences; associated with Beauty Culture, The text is 
divided into 11 units, covering the following topicsx 
Hygiene, and Sanitation, The Unseen World (microscopic 
organisms/bacteria, yeasts, etc.). The Human Body (cells, 
tissues, nervous system, digestive system, etc .*)> The Skin, 
The' Hair and Scalp ( composition of hair, hair problems, 
scalp disorders) , The Nail (composition of the nail, nail 
disorders) , The Chemistry of Hair Products-, Chemistry of Tints 
and Bleaches, Chemistry of Cosmetics, Electricity in^ the 
Salon and Light in the Salon. Each unit has a summary, re- 
view questions and suggested study aids for home and^,,s.c.hool. 



Standard Textbook of Cosmetology 
by Constance Kibbe,; 1972 

'Milady Pu 

All phases of the cosmetology field are presented in 
this basic textbook for ' students. ' It is designed for 
national use and therefore contains more, material than some 
states require . This-:, is , probably the most widely used of 
the basic texts. 



DRAFTING 



Basic Drawing 
.^by Charles Green, 1970 



erJc 



Rutgers, Kilmer Campus ' 

Serving the student as an introduction to the funda- 
mentals of 'drawing, this book is divided into five units and 
covers the following topicsr an introduction', orthographic 
projection, working drawings, section drawings and pic ;torial 
, sketching. " Each lesson contains an objective^ related infor- 
mation, 'assignments, and questions or problems.' /Popics: for., 
discussion are also suggested. Diagrams. and drawings are. 
included to help alarify the mate.rial and new procedures are 
taught with, step-by-step instruc tions^ Because basic . 
-ma-te^r4ai-4-s-^^^^ 

manner^; this book seems suitable for the beginning drafting ^ 
student 
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j Careers in Drafting • ■i'i j^ h y^^i^y':' ■ r'^::;'?^ • ' 

^:';;by;Abe;,Le if fer "/'l^ , ''-''' -L /'I ^"t, •. ■ 

Educational Dimensions: Corp. < i ; : • • ^ ' ' 

This: is one of a "series, of career guidance kits i2 filin-::; 
strips, 2 'records) which jfeature working professionals. , 
telling of their experiences and offering practical advice. 
In Careers in Drafting: , Leiffer outlines careers in technical,/, 
architectural, structural, civil and mechanical drafting. 

Drafting- -I 

i by Bruce Folena, ^1970 v: j. 



Rutgers, Kilmer Campus 

Drafting I provides instruction in the use of fundamental 
drafting tools and materials for the making of working draw- 
ings./ The: text /begins with an ■introduction to. :^ 
draf ting, : and progresses; in a 'logical sequence of .instruction. ^ 
The book^^ 1^^ lessons, nvith each lesson including , 

objectives,: related information,'^ to be ■ i ■ 

completed ;;by the student. Diagrams and /pictures are provided [. ^ 
to help: clarify the: material . : Transparent : overlays have^^ - 
been .developed for use with this text to provide assistance i 
to students in interpreting the directions. These :Overla^ 
are available from ,Rutg%rs, and can- be ordered; for ^ use with .. 
the text. This book appears, to provide comprehensi 
.instruction in drafting at the first year level.: . . 



Draf ting Technology ■ ' _ - ^ 

by Elmer Rotmans and Homer Norton, 196? ; 

Delmar Publishers 

Since it provides a well-rounded course in drafting, 
■V'v this bo.ok is ready for use without:"^urther preparation by. the..: 

Instructor. , The book is divided : into seyenteen, units.. Each 
'unit includes ^aprogressiyes instruction sheets to. 

, V ■ , aid the student^ in the deyeiopnient' of basic . skills and in' 

gaining/ an understands^ ; v 

' 'The instruction s of learning . 

■; \ ; difficulty. Ea^ includesi a' detailed ; J 

"discussi'on of eachfnew ^raif ting principle, illus . i- 

: and explanations to show how t^ practices are applied, 
:an assig-nment and step-by-step direc tions : f or completing the - ^ 

" y ;^_assignment.J . Review pro^ems are also included; to check ;the 

_-™.„^--.. mas tery " of ' the^m^ate r ial . • S inc e - . the book , starts at , 
a very basic " level, and- progresses' g^^ more;* 
■ :,;diff icult mterial, it ^eems .well suited for the beginning j. 
:■■';■/.:;; v :.; drafting :stucient. ■ ' '.■..:^'^': i ^:;:-v'''i''-'./:r:/''';"; 
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Drafting; Technolo^ Problems 

by Lawrence Gerevas, I969 . ' • ■ ■ , i: '^'^' 

Howard 'W. Sams and-'^C'c. ' f-^'.- • 

; ' ■ Th problems in this book are:! designed to cover a two- ^ 
year course for mechanical drawing technicians in junior , 
colleges, technical and apprentice schools and train|ee pro- 
grams. Mechanical' drafting is broadly covered^ . . 
■ , ; p^^ which start out ; with lettering and "end with machine ■ 

■ v; i c^^ was intended for use with a comprehensive 
-^-■drafting text. The problems give the student experience in 

of layout and 

making scale decisions^ The appendix contains 'instructional 
; material, charts, tables and , formulas which ;: are; required for. : ; - 
■the solution -of advanced assignments. 

. ; : Exploratory ' Drafting- -C ar pentry : ; ; ■ ^ 1 

..■■■■;;::\;by .Leroy:/Huilin, .■.19?1 y : * , 

■ ■.../,/""-:=■'. Rutgers,' : Kilmer,, Campus'. \ , /■'''■■r:.^^:.'' : " .' 

; : ■ V - The purpose of this book 'is to introduce the . student 
; to the drafting room, ; and give' him, an elementary' introduction 
.to carpentry drafting. ' iThe book is divided into 3 ur^i"ts and 
. cove rsii the ;::use of basic drafting tools,.: basic .blueprint- 
;, reading .and: carpentry drafting. Objectives, information and 

: : assignments: are provided ; for lesson.; - Sim^^le .draw^ , ; ^: 

are included to I'llustrate the ' procedures. ■ . The .lessons are 

i : . / ver elementary , and are aimed at the student with no back-./ • ' 
■:;ground in ' drafting.' : " ^'v ^ '^'^ ■ " . ■ v^xa - '■^. ■■■"'/)t ..-' 

Exploratory Draftinff!:--C o mmercial 'Art ^ : m ■ 

::by Leroy Hullin and Neal Perkins, 1971 ; , 

' , ^Rutgers,,' kilmer'Campus.;, yi'^-yyy''!/'^'-/:^^'-' ly / 

■ ; While serving the student -as an introduction; to the 
draftinec. shop, this text provides .special emphasis on draft- 
.•;v :ing for commercial art... The book is idivided into three : 
: Afuh;iisv : Unit * I covers:^^^^t^ ^^^f"'' 

: ;cov blueprints reading, and ;;draftirig for commerc.ial 

■ ; art is covered in Unit Each lesson includes objectives, 

' ; ' : .■related information, : and the instructional material pertain- : 
r.v : ■ that topic. Illus'trations, are provided to help 

/■ : '■ clarify the material . Assignments .are also provided which ■ 
allow students to apply what they've learned, i This book ' 
.•iseems quite appr 'riate as an introduction to drafting f or 
high.;- school;: stud- ■ ' ^s'. ;.■:;:■,;;■;;; ■•,'■■:, ■.■;■;::. . j..,' "' 
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;l Expldra1:ory : Draf tinff:t . Hortic ulture ; ^ ■ 

; by Leroy Hullin, 1971 

■ ■: , ■■■ ^ , t • ■ ; : :. 

Rutgers, Kilmer Campus ^ / 

: The purpose of this book is t-o introduce the studeht 
;to ;draf ting, with an emphasis on the drafting techniques used 
" in 'horticulture . ; The^ book ils ; divided Into 3 ma jor unitsi i: 
How; ta Use: Basic Drafting; ^Tpols^^ 

Draft ingf^^^^ rthe^Horticu The /units are f d ivided;|; 

■into lessons, with each lesson containing ob;jectives, related i/;: 

-information and step-by-step instructions on drafting pro-; i;; [, ; 

/c edures. Simple drawings are ^ used to illustrate the procedures 
Assignments are included, as the s tudent: is expected to be 
able to apply what he has learned. This book was written at 
an' elementary level, and assumes no background in drafting. 



Explorat o ry Drafting- -Masonry . 
by Leroy Hullin and Neal Perkins, 1971 

/ Rutgers, Kilmer Campus " 

As :it acquaints the student with basic drafting,, this ; 
book emphasizes the uses that can bemade of drafting. by. the ' 
masonry student. : The book is divided ' into 3 units.. Unit I 
covers the use of basic drafting . tools. ; Unit .II introduces 

, basic blueprint reading. Drafting for the masonry student; ■ 
iscoyered in Unit III. Each lesson has objectives, related 

...in forma tie n and step-by-step instructions for the tasks 
presented. Assignments are also provided to give the stu-, 

.'dent the opportunity to apply what he has learned. Illus-; 
trations and diagrams are included to help clarify the mater- ; 
ial. : This book appears well-suited as an i n t rod uc t i on to ^ ■ 
drafting and masonry for the high" school student. 

Exploratory Drafting;-- Printing 

"tpy Leroy Hvillin and Neal Perkins, 1971 

Rutgers, Kilmer Campus 

: Along with introducing the student to the drafting ^. 
iroomVthis book points out the ways in which drafting practices 
are useful to the printing trade. The book is divided into .; 
3 units., The first unit covers the use of basic drafting • 
tools. Unit II provides information on basic blueprint readings 
and^ drafting for the print shop student is covered in Unit III. 
Each lesson has objectives, related information, and step-by- - 
step, illustrated instructions on how to perform the tasks. \ 
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AssifSinmerLts are provided v/hich give the student the oppor-,- 
tunity to use the new sKills* The book covers "basic and 
simple projects which will 'help the student in the shop, in 
his hobbies and around the home. The book is written simply 
and clearly, and seems very well suited for the high school 
student with little or no background in drafting or printing* 



g>c^l£r^ojQr^^ 

. by.. .,..Le r*o.y. Hula in , 1.9.7.1 ^ ., ^ - - - 

Rutgers, Kilmer Campus 

The purposer of this text is to acquaint the student 
v/ith the drafting room, and give him a brief introduction 
to sheet metal drafting. The book is divided into three 
sections:, how to use basic drafting tools; basic blueprint 
reading; and basic sheet metal drafting, Eacli lesson has," 
an objective, related information and detailed instructiohs 
for ithe .assigned tasks. Simple illustrations are included^ 
to illustrate the procedures. This text is written on a 
very .elementary level and is appropriate for students who 
have no background in drafting, but are interested 
specifically in sheet metal drafting, ; 



ijitpr^22g^ Drawings' 
by C» jensenand R. Hines, 1970 

Delmar 

For students, apprentices, journeymen and others who 
need to know how to read and interpret engineering drawings,, 
this text presents instructional material in: a logical 
sequence. New drafting conventions and simplified drafting 
standards are -used throughout, the text. ; V/ritten materials 
and illustrations precede the drawing assignments and contain 
related technical information and principles of drafting 
necessary to -interpret the new material on each drawing.' 
Where necessary* shop practices are defined and explained to 
clarify the meanings of the operational notes on the shop 
drawings. Selected charts and tables needed to solve the 
problems are all included, : 

Strucjtura]^^ 

by Leslie Kiray* 1968 ^ 
Rutgers-10 ' Seminary Place 

:v ' This manual was desip:nGd to meet the requirements of 
drafting technicians and; structural draftsmen. It covers the 



duties of the structural steel draftsman' in the preparation 
of the detailed working drawings for the members of steel, 
the concrete structures, arid .the corresponding bills which 
emanate from the drafting room* The drawings for concrete, ; 
steel and roofing structures are covered briefly to aid the ,- 
drafting; techriician in this parallel work* However,: no 
attempt was made to treat them exhaustively • The purpose of 
this manual is to guide the^ draftsman in the making of 
accurate industrial drawings; for production, once he has , 
completed a course in geometry, mathematics and strength ; of 

- materials . -It-ris -aimed at; both - the;--beginning^^^^ 7 : 

.structural . draftsmen and; technician practicing in classrooms 
or the professional field. It is primarily 'intended for-use 
by the student in technical and secondary schools ;arid 
v/herever structural work may be taught. ' However, it can 
also be of value to the'^- beginning draftsman in structural 
positions as well as to the practicing technician making : 
preliminary design layouts for the builder . or contractor./ 



Technical Drawing; 

by Thomas Mosley, I968 



• Rutgers, Xilmer Campus 

Designed as drafting instruction at the first year: 
technical level, this book can be used by'the student as an ■ 
instructional work text and by the teacher as a course of 
study. The :book is divided into seven ma jor ^ units, and 
each unit contains a series of lessons. Each- lesson includes 
objectives, information, and assignments*. : References are 
also included for other sources, such a"s newspapers or other 
(but not specific) drafting texts. ■ The material is, presented 
in a logical teaching order, and has been designed ;for use 

with any standard .drawing ,. text I llustrat ions ' have . ,be en.. 

included to provide supplementary instruction for specially 
related techniques. Charts and tables containing relevant 
information are included in the appendices. 



DRYCLEANING 



Drycleaning; and P r essing; * . , 

Student's Guide, 19 69 . ; 

Curriculum Coordinating Unit, Mississippi 

This e;uide' contains an overview of the cleaning and;: 
pressing fields. It consists of ten assignments that deal 
with^ chemicals', soaps and; detergents, fabrics and dyes. 



receiving, inspecting, classifying and marking work. There 
are additional topics covered in the assignments as well. 



Laundry and Dryc leaning; 

by R;. Willett^^nd J. Grabner, 1970' 

Smali Business Administration 

^ ^, Looking for a cone iset source of information:?: This 

-pamphiet-'is : designed for -use-as - a -re-sour - - 

students on the secondary level. : Topics covered; arer 
laundry, drycleahing, coin-operated, and nonautomatic washers 
and a bibliography. 

FASHION ■ 

Color,, Line, and Desi^ 

Howard; W. : Sams and Co. 

This book deals with fashion drawing and ' sketching for 
the non-artist. ; It covers color theory, psychology and 
applica-tion ^s related to^ apparel, sales .promotion and adver- 
tising.'^ A reyiew of the; history of. costumes 
illustrations: is "used to -beaph the concept: of historical 
influe:nce on-:: modern dress.; The : remainder of^the htext dis- 
cusses :accessories,: basic isilhoue-ttes, clothing details,; 
size' ranges, vand; categories.: A jointed fashion figure and 
full color chart are provided along with the i textual .infor- 
matioh. 



Fa s hi o n A c c e s s 0 r i e s 

...by..Le.slie;.j?uth:::.P.eltz..,^ .„..r...,_ 

ITT Educational Publishing > : ■ ' 

: ' For fashion s^'tudents send fashion teachers who want to- 
know Everything About Accessories this new book can serve as 
a good reference. The topics discussed arei leather; shoes ; 
handbags, gloves, belts and umbrelias; hosiery ; intimate 
.apparel; millinery, wigs; furs; jewelry ; and cosmetics. 
Each-subject is dealt with in detail. The style of presenta- 
tion is : straightforward^ and easy-to-read.*: Illustrations 
are provided to reinforce textual content.. 



Fa ^ion Fundamentals * Assignment Manual and; Answer Book 
ToiTruc tional: Materials Lab, 1975 - 



: -University of Texas at Austin 

', Fashion Fundamentals is an individualized assignment 
Manual for. students' career preparation in /fashion merchan- •: 
disingv selling,: buying, and entrepreneurshlp* : The. format ! 
s imula te s a f ashi on -magaz ine , b omple te wi th original: artwork, 
,.and colorful descriptive i^s^signment^^^^ 
over tha'^ fas fashion j trends, ; : ■ 

^leme^ts^ of design, color, fabrics, line, matching design to: 
individuals, cultural influences, selling, buying, mercha-n-r ■ 
disingy and promotion. - r 



Fagh ion Merchandising Internship Program Workbook 
Howard V/« Sams and Go. , Inc. ^ . 

Every phase of retail store activity is covered in this 
text* Learning is encouraged ;by the inclusion^ of charts,; 
forms/ and questions ; to be f illedi out; by ; the student.; : The j 
book contains explanations of ; the following- topics? . store ; 
Policies and rules', employment and training, merchandising;^;' 
inforniation, organization, sales promotion and merchandising 
Activities, supervision, isystems and procedures. The goal. is 
to b^ild knowledge, understanding and confidence while h 
the student is employed in a work/study' program. • ■ 



Sej ring Fashion Apparel 

by Mullikan, 1975 - ; , 

; ; South-Western Publishing Co. . s ^ v 

Material which give an :overview of the world : of 'fashion, : 
^escribe the salesperson's creative role; a's; a fashion^ ; . ■ . ^ 
Consultant: to customers, discuss principles: of fashion design 
and textile i characteristics; and : present spec if ic t^ 
f or selling- women' s -and men' s' apparel and accessories. ;• A 
Comprehensive glossary of fashion; appax^el terms .f ollows the 
textual material. Six sections^ of pro j-ects directly related 
;to the textual material provide meaningful experiences in 
'ef fective fashion apparel: salesmanship. This be; 
Used a:s:; a; basic ^or supplemental text; and .pro ject workbook for 
a class studying fashion merchandising or salesmanship, for. a 
distributive course for individualized instructioni' and; f or:;:: 
Small-group study. , , :| . \- ' . ' 
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FIREFIGHTING 



Fire 'Service' Training; >v: Textbook^ 1964 

■ ; The Ohio I'Statei: University 
: Instructional Materials Lab. ■ . 

This well-illustrated, revised text ; is designed for- 
use in;; basic and ^'advanced: fire training courses. ;r^^I^ provides 
information for training volunteer and paid fire fighte^^ 
■Chapter TtitTe^^^^^ ,""Chemrstry of 

FireV Classification and Use of Fire Extinguishers, yV/ater 
As Used in Firefighting,'. Fire Hydrants, Standpipe and Hose r ;: 
Systems, Sprinkle Equipment and Automatic Alarms, Fire Pumps, 
Fire Hose, Tools and Equipment, Rope in the, Fire Service, 
Rescue,;: Driving Suggestions, Fire Detection and: Arson , ' ; ; 
Investigation, and Inspections and Radiation Hazards. 



Low Pressure Boilers 

"by; Fred M. Steingresg ^ 
American Technical "Soc iety 

^ Low Pressure Boilers 'is a text j intended for practical ^ 
vocational training of frremen; for: schools, ;apartment^ build-;: 
ings/ i institutions, public buildings,;: etc. ; In a detailed , y^^^^^ 
study of each' system that makes up a boiler^ installation, : 
essential information'! is, given: regarding? : combustion, water, 
draft, .and steam. While! 'the information is; not specifically 
related to high-pressure systems, it will be of great value;;; 
tb the fireman working in the high-pressure boiler field. ::; 
'Throughout the I text, ' C onstderation is given ; to ;techniques for 
use in reduc ing smoke and . pollution. ;^ 



^ •Pump-Operation- and-Maintenance - .....^.^■■^■^.-v-y.^.: ^ - • - 

by Roi Woolley and Robert Ely, 1971 r . ..: :, 

Calif ornia State: Department 'of ^E . . 

!■..:: .. Business Service Section . , ;. 

• Textbook- and Publication Sales ; ; ' . - . 

Designed :f or ^use ln:;the training of fire -fighters, ; ; ^ 
this-: student manual focuses on modern fire department pumpers 
and the changes in their design, construction and operation.. ; 
Four 'units provide^ information; for: :22 lessons organized asr^.^ 
1) Pumping apparatus; 2) Pumping- 'apparatus and maintenance;;, ! 
3) Pumping' apparatus tests .and- 4): Pumping apparatus, operation 
The appendix provides a glossary, klrLformation on hea.t and 
water,, truck brakes, and methods of checking the condition of 
engines through oil analysis. Working drawings and photo- .v., 
graphs of equipment illustrate the text. ^\:.^ \ \ - -^^^/v^ -.-. : -■.:n^-/.\ 
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O FOOD SERVICE 



Baking (Baker) 

1970 • . ' • , , 

: I University I of : ^T^ Austin . , i = 

Baking; consists of a study guide" and unit te.sts. An' 
answer book lis . also available; Assignments cover -a safe and; ;; 
.,san.itary.i;...bake-ry-,-.-:measurang'— ing a:nd,-r'r-~::\ 

••.roll dough, ; making sweet -dough and ' spec ialties, making pies. ■ ; 

>and pastries, and making cakes and cookies. References are; • ^ 
Sultan, Prac t i c al Bak ing ^ 1965, AVI Pub. ; and Preyenti^ 
Food-Borne Diseases , Texas Department of Health. 



Baking: Related Science and > Trade Information • V i 

by Cy Sommes, 197^ - . ' , ' . 

• -Rutgers, Kilmer Campus i ' : T 

; While - acquiring an understanding of baking science, as 
it :is presented: in this text, vbhe student rs expected to i; 
learn the why rather than the how of baking. The book is^ ^ : ; -r 
divided, into 12' units, and each unit covers a different food r 
product, such as flour, starch, or milk product's, n Th.e related 
science of; each food product :is covered in detail.'' The . 
manufacturing and structure of each product is included, as: 
v/ell as it's, effects in: combination with other products. A 
glossary of relevant , terms is provided in each unit, as well 
as a: test, which- students; are to complete and grade them- : • 
selves. : The : only purpose of: the ; test ds self- evaluation, so 
th^-t it functions solely as* a learning device. : '!| : ; 



^ "Eusboy 'Trairiing^ . " ' . 

, Restaurant-Hotel Aids ' , 

, : Order No. BB2000 ^ ^ 

' y- ' ■'. " ■ : .■ ■ ■• ' ■ ^ '-V I I •: ■ : ■'; ■ ■ ;■ . ■ [ } , ■'. \ ' ■ . 

- , ' ; ■ ■ ' .U- - ' '" i'r"-'' ■ ■• ']' \ ..' 

: This 'kit allows busboys : to train -themselves [without ; 
supervision. Procedures are . taught ;with cartoons jand '^how- 'y 
to'v techniques. : The kit; covers busboy duties and responsibil- 
ities, proper methods, courtesy,: cleanliness, meeting the • 
public , salesmanship aspects ■ of the busboy ' s job/ and cooper- : 
at ion -with fellow workers and supervisors. ; 



1^ 

12k, 



iCafe teria: Service , Filin, FS 129 

:;Nationai VEducati 

: • :;Denionstr^ted .in thl^ b^sic job responsibiX- 

"itaes iof : f ood .ser^ cafeterias.^ It presents information 

on portion c ontrol, pre sentation of plate s, and proper main- 
tenance^ a.nd stocking of Vserving itrays;;^ are ;tips Jon ■ ; 
personal appearance, customer re latioris,: as well as; techniques 
'for keeping the line moving :::at maximum speedv -^^ film as 
'applicable to commercial and J.nd us trial cafeterias, s ; 
;lio sp 1 ti^l i ■ arid -armed Tf ore e s^""f ac allt le s bi^ smor gasbof d s;;p 

/Careerr Food Service , '■• ■ ■ " 

Cahners' Career Education Series/Ca^ 

Caree-rt Food Servic e was designed to develop the stur 
dent • s c ompe tency in eac h of the many job skills required for 
successful employment. Students learn the basics of each 
job by doing, and are ..not to move ; ahead until they can * perform 
each skill. Careers i Food Service is composed of 35 indiv- 
idual activity modules, each^ of which covers a set of skills V 
or knowledge required for a specific job. : Students progress 
from one module to the next after demonstrating that they 
have': learned the requisite skills. The material Is • leveled 
so as to be appropriate ^ for secondary, post-secondary and, ' ■ : 
technical students. The entire program is designed to extendi 
over a three-year period, with the student progressing his: 
:ov/n pace through the "career; ladder,'* from the least demand- ; 
irig vocational jobs, such,. as dishwashing, thi;ough the more . . • 
c omplex ; j obs , until vocational competency is attained. ; : 

Commercial Foods Mathematics-1 

•;by,':Blanche Dornfleld ; f ' : ;- -~' ■^ :'':r--—-r 

iRutgers, Kilmer Campus , 

The, basic arithmetic -principles as thev are applied to 
? j obs": of : the foods ' trade, are covered in thisirbexto ; The book 
tis divided into six units and covers the following topics^ ; 
stressing their relevance -to' the foods' trade i whole numbers,: : 
fractions, decimals, percentages, and measurements and ; * = 

accounts. Each unit first provides a Msic review of the ; , 
concepts covered, and then instruction more pertinent to the :v 
foods trade. Exercises and assignments are provided to give ^ 
the student experience with the- cbnceptso Each unit includes . 
an achievement test to insure ' mastery of the sk-ills presented. 
A general review is provided ^t the end of the ^text to test , 
student knowledge of the course content. ! ,^ I, 



Convenience .an d Fas t Food Hand book 
by E.; Thorner 

Restaurant-Hotel Aids 

Thip. ' book expl'pres^^-^^^ [J^B.ny techniques; related ' to 

the ; fast food 'serYi.ce;/area. It provides information related 
to the present and future pro-blems and trends in fast and 
convenience food servic e • The ' c ontents are., as follows: , The.. 
Preparation SysteW; ; Storage Areas;. Production Areas; Microwave 
Cookery;! Deep Frying; Quality Control; Efficiency Foods; 
'■"■CioWy^nigri^^ I", Co five ni s"se rts'""aha' '..Beverage's V""' 



The Correct Waitress 

by Susan Dietzy 195 ■ 

V-Hayden Book ;»Cp. , ' Inc . , i 

' "This book was w^^ as a practical manual for both 

new: and experienced waitresse's. . The book is divided into; I3 
chapters and covers :vario,us:-'aspec ts ::of food service • Man'- ' 
agerial as iwell is personal topics are discussed,. The follow- 
ing topics ar^ I coveredr ::qualif ications,:^ restaurant prof its y . v 
. merchartdisirigi sanitation> planning, service , -'and morale . ! 
building.^- The ; book Is :clearly: and; simply written, ^and in-- 
cludesViilustrations I to. he^l reinforce the material. ^. 

Culina^ry : Arts Workbook: /Part I : 

by James rPair' and , "W- 

: Calif ornia State Department of Education v • 

Business Service Section - 

Designed for classroom instruction that supplements 
-on- the,-\] ob -trainlng^^ 

industry!. "this workbook contains '9 .units of instruCjtion with •: 
a varying number of topic s within each unit .v Each topic 
presents the main Insights 'Of the lesson, supplementary :^ 
reading .materials, study assig^^^ and questions for the 

: student. : The following units, make up the course- content: • 
.1) The: Apprentice Cook and His Trade; 2) Government,: Labor, 
and Management; .3) Review of Basic Mathematics; ^) Bas,ic 
Kitchen Rules; 5) Culinary Information; and 6) Food Stations ■ 
on the Job. Photographs of equipment used in commerc ial 
kitchens ar£f found throughout: the text. , ^ \ ^ 
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Dining; Room Service 
; "by Lewis Lehrman, 1971 

' ITT Educational Services, Inc. 

^ Many aspects of i dining room service, mainly from the 
manager's point of view, ;are discussed in this book. Plannin 

: managei7)ent, equipment^ human relations , 'personnel, service of 
guests, and showmanship \ are all • covered, iln .addition, there 

-is one chapter on ; special ; service:' situations '''and another ion 

.'counter service. The ;bpok;i is written; in. a readable manner 
wiTthrc'hapt^e r " sU'bheaiii^^^ , 
■clearer o A summary and. questions for*: discussion , are "also 

"included in each chapter. ; ; Though 'muQ of the material seems 
to be directly relevant to the restaurant manager, there: is 
much, of- interest to the waiter and -Waitress. . An appendices -'^ 
includes a list of! wines :of the world, fifty common cocktails 
and a glossary of menu terms. 



Dishwashing by Hand a^nd\ by Machine 
by Carol Troutman, 197^ 



Rutgers, Kilmer Campus 

The purpose of this^manual is to provide the student 
v^ith the skills necessary to wash d ishes both by hand land by 
machine. The manual as divided into six parts and covers the 
following areas: ^ Vocabulary, iiHahd Dishwashing, Machine Dish- 
:v/ashing. Problems and Checks, /Special Treatment of Various ; 
Dishes and Safety Tips. Each part has objectives, instruc-' 
tional material, student activities and a. review. The ; ,i 
sec tions.'alsb contain a worksheet which gives the student the 
opportunity to demonstrate mastery of the material. 

Elements of Food Produc tion . and. .Baking; - : ^ ~ - 

by Aaron Kaplan 

ITT Educational Publishing 

Almost nothing enhances or detracts from the reputation 
;0f any food hospitality operation more, than the, produc'tion 
of ; its food. V/ithout the carefully controlled quality 
pre paration. of cuisine , all other anc illary services are 
usually in vain. . This text npt only helps the student ^ : 
develop a firm initial^ knowledge of food- preparation, but 
also serves as a valuable addition to his-, "cookbook^, 
reference shelf. The following topics are discussed: ^ 
sanitation and safety; kitchen tools and equipment; basic: ■ 
cooking methods; stocks, soups, sauces, .and gravies; -meats; 
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seafood;- poultry and . game; vegetables, ;!starchy products, arid 
fruits; eggs and cheese; salads and dressings; hors d'oeuyres 
canapes, sandwiches; pies and pastries; ..cakes, cookies, - and , 
icings; 'desserts; coffee and tea ; convenience foods and micro 
wave ;Ovbns» Questions for discussion are also provided 
within the text* J, ; 

, - : ■ , . f ;. :■ : - 

Fast Sandwich Making ,- Film, :FS 108 ' ; 
National: Educational Media, I/ic. 

.The importance of planning and 'the me'thods for organiz- 
ing fast action in cold sandwich production arei emphasized 
in this film> Time and labor-saving approaches: and- teamwork 
are' stressed. Efficient sandwich-making methods that, do not 
sacrifice^ quality for quantity are demoristrated , step-by-step. 
Included are./proper techniques of using sandwich-making tools 

'F ocus on . . . Breakfast Cookery 
by Bruce Axler, 197^: " 

ITT Educational Publishing 

Eating breakfast av/ay from ;home is a popular American 
practice. Breakfast ope:rations can be a profdtable source 
of income for food service - operators. -Breakfast Cookery , \ 
offers suggestions on purchasirig/^^^p^ " 
breakf ast items, planning menus, ; mere handis^i^^ and develop- ; 
ing distinctive and^prof itable breakf ast^ ^^0 

hook also; contains new : breakfast;: disHesi and riey/ markets for 
operations with; current breakfast Ibusinessv 
written in aa interesting 'and readable form, -and ;s;bep-by-.^ 
step instructions; are : pro^/ided ;where ; n 

introduced. '\ The emphasis lis orf^.prof its, proy^ and 
industry tested techniques. : TKij^ approaah would be relevant 

ta arty:One . ia.XoQd seryice,: and..lespec iaily:lto :-±hose.. interesrbed. 

in the managerial aspects. ' 

. • • ■ ■ - ■ 

F ocus on . ■ o B uying; a nd Using:-Convenience Foods 

by Bruce 'H. Axler, 19?^ ^ 

• ■■ -i; ' : ' i ■ . ' ' " .. ■'' f . 

ITT Educational Publishing . ^ 

This book discussfes^all aspeats of coriyenienp foods: 
the implications for purchasing, receiving, . istorage, issuing 
and production procedures. Types; of convenience products ;: 
<arid convenience systems; are discussed from the restaurateur' s 
point of view. Purchasing information, -specifications,; 
quality standards, p:uidellines' and evaluations are also 



presented. The basic question ..towards which this book is 
aimed is: ''Make, or Buy?" The book is ' written in a. readable 
. manner, with good organization and charts -and illustrations 
i to supplement the material. v 

; Focus on o . » Practical V/ine Knowled^gce . . 

■ by Brupe. H. : Axler, 19?^ ' 

:ITT Educational Publishing. 

" " Prajc tl'car V/ihe "Knowledge ^ is compi^^ wine . 

information in a readable form, and was written for anyone 
. who wants to know more about wine. It offers a guide for 
the restaurateur whOr is interested in ge'tting a wine list to 
offer his customers that is within his budget. The 
;book' also provides inf ormation for the consumer on purchasing 
iwine", stOTing and caring for i^t, and serving it. The ^follovz- 
ing topics are covered in a manner/ that is ; suitable for , : 
i -beginners in the : field , as well as readers with some kriowl-- 
ledger ' perspective on wine, guide to purchasing wine, guide-- 
iines foir evaluation, guidelines for storage, serving^ wine , 

■ wine and tHe menu, wines^'of' France, wines of Italy,*' wines of 
Germany, and wines of the :United States and other countries.. 

: Focus on . . . Showmanship in the Dining Ro om 
I by Bruce Axle r, 197^ ■ * 

i- i ■ : " ' . ■ , ■, ■■■ . :- - / -■ - 

I iTT ;Educational Publishing ^ ' 

- V- ^ The: Irdstaurateur can consult this text; for- hundreds of; 
i ideas designed to increase profits with minimal cost by 
' ;-ihc reas ing re peat : bus ine ss , and by mak ing ^the d inne r a 
^ memorable: experienced'^ ideas re.quire: some 

;';investmerit, iwh;iie others do n6t> ; Some require .well^trained 
: ■ staff ,^while\ others make the work for service personnel; 
'easier. The -:f oliowing f our-^a^^ -of ■'sho\^mlanship are covered 
in- some detaili 1) ''special effects, such as dramatic salad' 
bars, hors dVoeuyre. wagons, customer cooking, and. unique : ^ . 
beverage service, :2): carving in the diningroom? 3) flambeing 
;of all cooked dishes, desserts and beverages, and ^) table- . 
side preparation of main c purses,; appetize|rs, salads arid 
■desserts from the raw" ingredients. Each of these topics are, 
i' "covered thbrOughly; and include diagrams,' necessary e^uipjnent 
and step-by- step; ;proced.^ s. 

: Fo'od arid Be verafce Cost Controls 

;. by Bruno Ma-izer, 1971 ; ' • 

\ V :ITT>Educational; Services, Inc. ' 

The. purpose of this text is to help students understand 
■management's attitude toward cost controls through analyjsis ' 



of all aspects of al food service operatron.- The book is 
divided into 21 chapters. Among those topics included for 
•discussion aret. control, of food sales, menu costing, and 
pricing, purchasing controls, control systems, inventory;, and 
budge:t:ing. Each chapter has illustrations and charts toi 
suppUement and clarify fthe written' material.^ A summary is : 
.provided at the end of each ; chapter , as well as questions fop 
'd'iscuission. '^^ ''^ ; |, . 

Food P repara'tion for Hotels, Restaurants, and Cafeterias 
"by R. G. Haines 

American Technical Society 

Designed for vocational training in professional, 
commercial food preparation, this practical text on culinary ■ 
arts covers all phases of the field/and has been revised and 
updated to insure a thoroughly modern content. Two new 
chapters have been added, - one on. Breakfast Preparation and ■ : 
another' on ''Spec ia^-ty Desserts--desserts of all kinds from 
creamed pudding to baked Alaska and flaming desserts. 
Fundamentals covered start with career-opportunity informa- : 
tipn, equipment, safety, and sanitation---f ollowed by clear, 

■ step-by- S'tep illustrations and explanations on professional . 

'methods'--f;rom assembling ingredients and equipment to the - 
point where the prepared item is ready to serve ..Extr 
features include quality : c/ontrol, ' meny pre^ manage- 

;ment, and a revised and expanded glossary :: of culinary terms. 
This text is a highly 'practical one, since it provides 
thoroughly tested training for prof essional 'achievement in* 

' this field . 



Food Science 

by. Nicholas Popiak,. 1970 : . ' 

Rutgers, Kilmer Campus 

In order to provide the student v/ith a basic knowledge 
and understanding of the science of foods, this manual begins, 
with the fundamental concepts and principles of science and 
is comprehensive enough to serve as a basics for the study of . 
the bac1:eriology- of foods, . nutrition, and chemistry of foods'. 
Th;^, book in divided into ten units and; covers the follov;ing: = 
topics as related to food science : the; body ancl fd 
physical and chemical changes in food,:, composition of foods,: 
leaveninw^: a^e^ents, food spoil;^£xe and food preservation. Each; ; 
lesson includes- objectives, related information, suggested ' 
activities and an assignment*^. Achievement tests :are provided 
for each unit. ' A glossary is included with all related terms 
and definitions'. 13-) 



Food Service . ^/ 

, ,by, Barbar;a. Purneisen , and ..Charles Sochem,. 1971 . ■ . ' ,/'\- 

. Rutgers, Kilmer Campus ' ■ ^ * , I . i , . 

/ i : 'How do ; you relate information to ^a . student who cannot . 
.Hear? :: The : specific -aim of .this 'book is to teach deaf students 
skills in food services. , The book IS written in a very simple 
manner, "and contains many illustrations and demonstrations, -in 
order to facilitate learning, by the , deaf student* The" book 
wa s d e s i gne d„y f o r : ; u s e a s_.. .a.: .t.o.Q.l :_.t o_.,_a id,_..t h.e„. siud e n t ..a s^^^^^ 

i practical experience, and should be : supported by visual aids 
and demonstrations. Textual content i is divided into 11 units 

i which c oyer:; food' preparation, and related topics. • Each lesson 
■includes: objectives,; ; i and • assignments.. 

A picture-glossary of' small equipment : is -Included in the back, 
as; well ias a vocabulary section. Achievement te.sts are pro- 

■vided; for .each unit ::to . evaluate ; the student' s knowledge of the 

'■:Cours'e ;:contenti^''; , , 'i^'j^V' -■^■■■^^■'-^^ 



The How-To-Make-It Bakery Book ; 
by Cy ;Sommes, : 1970 ; . 

Rutgers, ' Kilmer Campus 



tThe purpbse: 0 
spec lal , skills I invo 
divided into ■ units, 
bakery product* ^ Ge 
product, as well as 
how to bake various 
and bread. ; Finishi 
detail. Illustrat.i 
A recipe section rs 
variety of baked go 
t ions, and many dia 
beginning baker. ; 



f this book ;is , to teach the' student the 
Ived, in handcraft baking. The book is 

with , each unit covering a different 
neral information is provided for each 

detailed, step-by-stqp instructions on 

creations, such as pies, cookies, cakes ^ 
ng and de;c orating are also covered in 
ons are provided: to clarify the procedures> 

included in the back with recipes -for , a 
ods. Because of the step-by- step instruc- 
grams,' this bpok seems well" suited for the 



i How to Plan; and Operate a Restaurant , 2nd ved.: . 
by Peter Dukas 

■ Hayden ^Book Co., Inc. . * ; ' 

While It is a 'comprehensive ^treatment ..of the organiza-: 
tion' and operation of la restaurant, - the ' content "of this text 

is approached from the view; of management training. The : 

ch^-pters are; informative and- comprehensive , and include such; 
topics, as organization, planning, equipment purchasings 
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merchandising, motivating the labor if orce, selecting employ- 
ees, credit, and record keeping. This book is suitable: for. 
mature, interested students. , 



Introduction, to Prof essional Food Service 
by:;James^ Coffman, 1971 



: Rutgers, Kilmer Campus 

Fundamental information, - in lesson form, is provided , 
for people interested in entering the food 'service field. 
The objective of the^ course is to give the trainee a founda- 
tion in related food service subjects; as a basis for the 
study of actual food preparation. Successful completion of\ 
the manual indicates that the : student is qualified; to under- 
take advanced courses in food : service, or to go out into the 
field with a good basic knowledige. The book is divided into, 
lessons, with each lesson covering an important area of food 
service. Each lesson has a preview which serves as an oyer-^ 
viev/ of the matexial; to be discussed before the lesson itself 
begins. Bra;inteasers" at the end ofv each lesson^ are; pro- 
vided for the student to' evaluate : his ; owrilknowledge of the 
content. 'Progress . tests are provided throughout the manual 
to check the student ' s mastery of the material. c 



Ja ckson' s Tree , Film, 19^2 

General Mills, Inc. : 

The puripose of this film is to attract young people to 
a career; in t'he food industry. It tells the story of a 
father who is disappointed in his son's decision to work in 
a supermarket. After checking out the facts, the father 
finds that they point to a rewarding career and changes his 
mind about the-'prospects for his son' s .future . 



iVlcatcutter , 1973 



University of Texas at Austin - : 

This study manual presents a thordugh discussion of the 
moatcutting trade. The following topics .are .-coyeredi safety; 
tools and equipment; careers in m;eatc utting; a short history ^ 
of the cattie industry ;- how to break dov/n the carcass of beef, 
lamb or pork; cutting .retail cuts from wholesale cuts; trade 
mathematics; pricing; ^storing and displaying meat; and other 
aspects of the trade. ' 



, by V/arren Auld arid Duane Ulrich/ 1972 ^ ^ . 

^ i 'v:- ; ■ Ca^ of; Education ; : 

Business Service Section 

Designed for use by apprentice meatcutte-rs, this book 
V serves sls an introduction to ;the meatcutting trade • It 
provides the background information as well as technical 
. .]^now-hov/ needed by the apprentice meatc utter. The following 
topics are coyeredr the apprentice meatcutter and his trade; 
applied mathexnaticS'? tools and equipinent? weighing t packaging , 
; and making charigs; ineat and fish as foods; meat from farm 
to table; inspection, classification and grading; and meat. 

■ salesTnanship^ Each topic includes suggestions for discussion 
: and a study guide. Most of the related information for each 

topic is Contained within the workbook.; However* at some 

■ points the reader is referred to other texts: for additional 
information. A glossary of relevant terms : is provided in the 



back for the student • s information. An 
provided which covers the entire course 



examination is also 
content. 



The University of Texas at Austin 

T^iis kit contains a series of assignment manuals on 
modern supermarket, operation and food store housekeeping'. 
Also included is a reference manual, trade literature, and 
an answer book. 



Mrx^jusboir, . 

National Educational Media* Inc. 

This orientation filiti on the duties and responsibilities 
of a busboy can also be useful for waiters and waitresses.: 
It demonstrates a busboy' s duties before , during and after 

■ the meal. Such topics as setting up a table, assisting . 
servers, pouring water and coffee, emptying ashtrays^^^^^^^ 

, removing and stacking soiled dish are d iscussed . The 
importance of the busboy as a valuable member of the food 
sei'^ice team is stressed. 



i:i8 
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Nutrition^ Part I i; -'r 
iby iNicholas Popiak and: Burr Coe,: 1972 




vided in order to mpet the needs of vocational students in ' 
related foods occupations. Although there are no prerequisites 
for this course, a .knowledge of food science may be helpful.: 
It is designed for students on a high school level who may be 
entering fields of baking, commercial; foods, practical nursing 
and public health occupations. Each lesson is simple and ■ 
concise, and can be used for independent study or classroom: 
'groups. The manual is intended for use as a workbook, an 
information book and a planned activities book. It provides;-" ^ 
basic material for planning,: preparing and serving nutritious 
meals. This manual has been divided into two volumes. Part 
I includes sections of basic nutrition, and Part II includes 
the sections on home economics. The 2 volumes together are ; 
c onsidered^ as a single course # 



The Professional Chef 
Edited by Leroi A. Folsom 



Full-c''olor TlTustra^ and T suppT'em .black -and -v/hite 



photos. An international cuisine : section is included, \ 

which features menus and recipes. Topics of interest to the: 

veteran chef and the trainee includei how to bu;^, the 

requirements of . food service occupations, how to run a 
prof itable kitchen, hygiene and sanitation, tools and equipment, 

and safe ways to convert quantity recipes to greater or 
lesser amounts* 



Prof essi onal Restaurant Service ^ . 

by Ellen Adeline Harris,^ I966 

McGraw-Hill Co. 

Designed for use by the waiter and waitress both; during 
training and for the cent inuail improvement of techniques and 
attitudes, this book can also be used as a source of reference 
for supervisors interested in improving the efforts of; their; 
staff. The manual completely outlines the technical aspects : 
of' food service as well as the more personal aspects,: such |as 




Institutions-Vqlume Feeding Magazine 
Distributed by Cahners Books 




Serving as a comprehensive guide to professional 
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: ; : ' dealing: with 'the public;. ;There are 10^ chaptersV >which cover ,v 

-the f pliowing areasrimeetl appearance, ^ 

, 'general duties, the menu,; taking orders and serving, ^ypes of i :;^'; 

■ . service, fountain service, costs and profits , legal rights ; ; 
■ :/ i|.nd yresponsibilities and^applying for a' position. ' Each . 
chapter includes questions f or ^review/ and^a glossary of • 
/terms is pro in the back of the text. 

^ Sandwich Preparatibn and Presentation , Film,, FS 107 

National Educational Media, Inc. * 

\ This film demonstrates the artistry and techniques 

'involved in making high quality sandwiches. Preparations of 
colorful open and closed sandwiches are shown by a master 
chef. Procedures are fully described from the layout of the./ 
work area to the final sandwich preparation. Emphasis is ' ' 
i ^^ also placed on the value of appearance by illustrating a , • 
. ' ' variety of garnishments. 

Sanitary -Food Service . Instructor's Guide to' be Used in 
Vv: Training Food--Seryice Personnel 

U.S. Department of Health, Education and Welfare 

The Public Health Service and the Departments of the _ 
Army, the Navy and the Air Force have : proauced; a joint publi- 
. cation designed to assist in setting up and conducting food 
: / ■ service ^classes. " Topics include t Importance and Magnitude of ; 
"-i:h-e--Poad-Service-^ — r- 

Personal Hygiene , Self-Protect ion, and Salesmanship; Proper . 
^ VMethods ^of Washing' and! Sanitizing Utensils and Equipment; 
Insect and Rodent Control; Housekeeping and: Waste Disposal 
Practices; artd Follow-Up Training and Application of What Has 
■Been Learned. A sect ionv is also included; on managing the ^ 

training program. The content material is organized in l.esspn , 
p form, ; thus making it easily adaptable to classroom use. 
v; Evaluation questions ; are provided for each jbo^ic; While the 
guide is developed for teacher use, iit is, nevertheless, : 
suitable as a resource manual for the individual student.: 

; : Short Order Cookery ; Film, FS 13?: 

National Education Media, Inc. 

The short order cook can have difficulty increasing; his 
■'■V efficiency a:nd productivity | since he is'faced: with the part icu- ; 
vlar problems of : organizing work' with the added challenge of > 
performing his duties in the public eye. The film stresses ; 
■■ i : ways of coping with traffic and: staying aheadf of the rush, : 



.r;v:....;;^l'";':^ ?'^lA[Or^^^^^ 
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It deals with, the various foods that must be prepared, .and i: %] 
/gives; details on griddle use and maintenance^ Emphasis is i ; ■ 
. Placed 01:1 the personal appearance;^ and 'cleanliness necessary 

; ■{/■^^^ ■ ■ -^r f ^/7-/:J j'"v' 

■^■/' / ^ So^^ yo^ W To' start A Restaurant? . 

/V ■by*';^^ -r^' /'X::...': 

^ Cahners ^^Books/' ' ■ • ■ \ . '■V' 

;A comprehensive treatment of the topic of Parting a 
food service business is provided by this> text. ^Five cate- • 
■ . gories of establishments are covered, ranging from, the i r 

gourmet restaurant to the fast food shop. The book ; is written - 
' ■ in. an easily understood style suitable for high school stu- : ,, 
dents. This would Ibe an excellent res'burce book for the 
Serious/ cooperative student contemplating a career in the 
food service industry. ' 

Tah ie s e rv ice T e c hn iq ue s ' . 
:. "SjT^uce" Axler, 197^ • ; ■ 

>; ITT Educational; Publishing /: : ■ 

Table_s £rvice Techniques was written for both the ^ ■ . 
; Proprietor and dining room employee . It was "designed as a ; : ; 
training; guide to help the proprietor to increase profits /. i 
a ad the waiter to increase 'income . The main emphasis in ^ the" 
book is on procedures involved ; in a; variety of : serving situa- ; ?: 

gourmet restaurants, private parties and room service. • ; ' , 

Thorough discussions are also presented on techniques in- 
volved in French, Russian, American and: buff et service. • 
Information is presented on service personnel duties, 
' Ordering procedures, Cablese tting, and guest relations. 
, Guidelines for serving specific types of foods are also pro-:;: 
"^ided> Step-by-step procedures for each skill are outlined. . 
- i : Table: settings, taking the order, ; dress and ' behavior code ; • ■ 
for service ^personnel, motion economy in the dinirigroom : and^^^ ■ :; 
; difficult service situations are all covered. 

i. :Th^ _V/aiter and V/aitress Tra^ Manua.! : ■ i -r ^ 

: ' ,::;:■; 

- Institutions/Volume Feeding; Magazine ; . ^ : : v ; 

'Jr: ■■ .:'\'Cahners: ■'Books" ■ ^ Z: ■ ! ' 'it;;' ;• ^ 

: This ■manuals is "a practical guide for those; iwho want ;: 
■ to learn the proper methods for serving food in a. restaurant. 
: : Th is book can be used by po'tential^^^:^a^ waiters and ;: r^^t ::;yv 

:-;i!''^-i's:-^^^^ ::; 'l-^. :;,;,;':::l:4::i^^::; :^ 

\t3bo::..;:::;i;::;:-;':'^-: ';:;:;;:■: \:r'.-^'0^' ';/;::;':■^■:■.;■■';:^■;■■■:::::: ::^:::.;^-\-:';'i':-:-:':;r\ 
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/ waitresses, as v/ell as by managers or supervisors whoi train 
/ v the ^servers in restaurants. .The^ m into six ; 

c hap te r s' : wh ic h cover - th .or 
? /waitress; and the tec hriique.s -of proper service .i:^^^^^T^ follow- : ■ 
■ ing topics^are discussedt the I waiter :and ; waitress, types of / 
. / /table service and 'settings/ .sidework,^ initiating the service,. 
: ' serving the meal,/ and wine /a^nd bar- servic 
: ' projects at the end of each chapter, heip the trainee review- 

and; apply the' material . presented. Also included are a quiz, ■ ; ■ 
/ a glossary of terms and an index of specific serving pro- ' J : / 
, J cedures^ ■/ ■ ''''■'":''"'.] '.■'■■:.]■•■■ ' '-''i ''' U-'' 

■ : ■ ./ Wa:iter-Wa Guide /for a Training Course / ; 

■ . U. S. Department of Health, Education and V/elfare 

■;/:/■■■ • ^ .The* purpose of this training guide is to provide ■ 

: assistance to teachers, supervisors and administrators in 
^^'/ ; ^ capable perspns in becoming qualified for employ- 

/// / // ;;:ment' in food service. A person completing this course in a/ 
; i; : S: /:'/ satisfactory manner would, qualify; for initial employment as 
; ^ ■. ^ i an advanced, learner. The main aim of the course is to : pro- : // 

■/;:/; ] vide ^training and practice in food service. The training 
/ / - should eliminate the need for basic .training on the job. / i 

; The course is divided into nine units and covers the follow- • . 

■ / // ing topics: orientation,; mechanics for service, table clear-; ; 

/ ing services, -menu and ordering service , preparation and-^ ■;■-'■'■/■ 
/ presentation of guest check, basic English, business arith- ;; - 
;•;,' ; - \ rnetic,/ safety and sanitation, and duties and working re la- / 
• ' /' tions. Reference materials are included with a glossary of : / 
^„;.„--L-,^^--^-fee'rms--^^ --~--~™~~t"~^/ " ■ ; //"^ " 

. What Every Baker Needs to Know 
; /by iMelyin Bogdany, 197^ " • ^ 

Rutgers, Kilmer Campus ; " . 

,! ; //' This text provides a program of related science and 

trade/ information for the student baker. The aim of the 
' program is to provide the student with the basic information / ■; 
/ ; to solve problems. TThe course is programmed- -the material ■ ; r ■ / 
: ■ ■ /; is presented in small steps and the student progresses /- i •/ / ' 
accord ing to his comprehension of the material. / It;/ is ; / 
'Suggested by ^the' authors that this course be used to supple- ;;/ 
: , : ment / classroom teaching. The. program includes ^,11 programmed 
: / borklets./ The ; booklet titles are t;;^^^ Yeast /and Per- /;/■ /'^^^^^ 

/ ;/ :/^ .mentation, ^^ C^^ Leavening, Salt, / Water, Sugar; and ; . i ./v / / / v 

;< ; Formula Balance 5 Eggs i Shortening/ and Other Baking ;Fatsr ;:; /; >, 
i V Milk and, Milk/ Products; Bakeshop / Vocabulary, a / ■ 

■ : / the i;Shop./ The structure of this /workbook, as well as the ; / : : ■ 

' / V content, suggests that/ it is -quite appropriate for high ■ /; /; : :, :;; 
I i , / school istudents requiring •inf ormation' oh the baking trade. ; , 
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► GRAPHICS 

Careers in Graphic Arts : ; 

Y;, Pathescope Educational: Filmsi Inc. t ' ; ^ ' • ii . 

i The aim of this film is to point out the many possibil-. 
ities in the ' field of graphic, arts. Interviews -with graphic. ' 
artists in different ; fields show how some started right out ,: 
of - high school while others went to college or art schoolt , ■.. 
but how all recosni;se the value of on-the-job training. 

! Interviews throughout the film highlight some of the 
duties and responsibilities of graphic artists in spec if ic 
gobSf from the creativity of ^ formulating ideas to ; the detail , 
of: designing layouts and mechanicals. How the work contribute 
to : soc iety, thei satisfactions gained; as well as the dif f icul- : 
ties and disadvantages encountered, and the- personality 
traits, interests and aptitudes needed are also discussed to 
give: students a realistic appraisal of 'the graphic arts field- 
and their possibilities within it. , v 

Exploratory Drafting— Printing; , SEE DRAFTING, 



Printer 
1970 

, , : The University of Texas at Austin ; • 

—•-7— — P^ 

82, assignments (7 units of study) which deal with hand 
composition, linotype ^ composition, imposition and lock-up, , ^ 
platen letterpress pperation, and: planning and: photo-offset ,: 
printing. The references are Cleeton, Pitkin and Cornwell, ; 
General Printing ,: 1963^ McKnight: and McKnight; Karch, Graphic 
Arts. Procedures i Basic , I966, American Technical Society; 
Linotype Keyboard Operation , 1957* Mergenthaler Linotype Co. : 



Printing Layout and Design ^ .„ 

1968 ' : 

" : Delmar Publishers: : , ' . *: . - ; 

: , ' H : The purpos of this course is to provide knowledge of ; 
the basic principles of printing design and to develop skill 
in -their application. The material is organized into ^units. 
Each unit presents a principle of design and uses illustra-. 
tions to show both good and. poor. practice^ in its application. 
Each : unit hasan assignmeht in layout which requires the 



138 . , . 



. : : stiidfent; to apply the principle discussed. ^ The layouts become 
^Increasingly difficult as training progresses. Review tests r < 
are provid-ed .to insure, mastery of the material. A sec t ion on 
applications contains jobs for" the student to do. These jobs ■ ; ; 
■serve as both a review and application of the course content r;- 
and: offer the student the! opportunity of designing layout 
and carrying iit through to completion. - • H:; • ■ ■ 

Technical Graphics ■, ■ ' . ■> ■ 

• ; V jt^^ George Collie t, 1971 ■ • / ^ 

Rutgersf Kilmer Campus • . \ , 

; For the beginning student in drafting, this text can 
i serve as an introduction to graphics. The book is divided 
■'; into nine units, and each unit is further divided into 

lessons. Each lesson has . step-by-step instructions on the 
• var i G u s . pr oc e d ui;.e s , with diagrams and examples for demonstra- 
]: \ tion. Assignments are included to help the student apply 
■ - . ; wha!t he has learned . ^ A list of useful formulas is provided 
; in thq : b,ack of the text, along with illustrations.. There is 
:also a glossary of pertinent definitions for student use . - 

^ 'health OCCUPATIONS ■ ^ / ' / 

Basic ^Nursing Procedures • 
by Grace Hornemginn, 1972 

'. Delmar\ i: - .•• • ''-^.'z'^' 

. ; T chosen : for inclusion in Basic Nursing; - ' 

: : Proc edure s provide a comprehensive course for the; practical : 
■ nu^^ student. The purpose of the text is to pirovide the - ' 

beginning nursing student with the information and; skills 
. necessary for efficient bedside nursing. The procedures have - 
be^en presented' with common mod if ications in order to. accomo- 
date the differences in hospital procedures around the 
country. They have also been broken down in a careful step- ". 
, ."" by-step fashion to giv-e the new nursing student a complete 
^ . ; k of proper technique. Each topic area includes : 

related' information on the medical princ iples underlying the ■ : ;i 
procedure to be leatned and necessary scientific information. ; • : / 
/ , ' Suggested activities and assignments are included for each 
• - topic-. Achievement reviews .consolidate and reinforce the ^ ^ i 
material learned in each unit of related, topics. , «• 
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;Body structure and Function ] 
"by; Esther Skelly and Elvira' 'Ferris 



■ .] : ;De'lmar /'\ ^ ' \ •• ' •■. 

\, This text surveys many aspects of. the structures , and; :' i 
functions of the' human body. The book is divided into II ' 
: sections,! and presents ihstructi,6nal -material on: the slceletal 
c ire ulatory , re s piratory , dige stive , e xc re tory, reprqduc toryV 
glandular ; and:' n The<^ structure and function , 

of each psystem is reviewed, as well as disorders;; of each 
system. Th^e ; last section covers care of the ; body systems^ ; 
The sections are divided; into units. Each unit has unit 
objectiyes, instructional material-, and suggested activities. 
A review/is included at the end of each unit to check -mastery 
of course content, as well as to help illustrate concepts. 



The Dental Assistant 

by Pauline Anderson, 1970 



Delmar 



Publishers 



Designed for use in-^training dental assistants, this 
book provides instruction in both the basic information and 
techniques that are necessary for a comprehensive program^ 
Instructional units are provided which cover orientation, 
dental anatomy and physiology,- dental histology, chairside : 
techni^ques, laboratory techniques and dental radiology. • 
Topic si c ontain both the ory and procedure on the prem.ise that 
a combination o'f knowledge, and' practice will facilitate 

acq-u-i^iMrQfh-of^'-%he~^ 

xliustrations of ; the material preser;ited and assignments for 
the 'student to compleite./ " ; . ; ' 



Dental A ss istant Tec hniq ue s " :^ 

by'Betty Jo Lorenzen, C.D,.S. 

' ITT Educational Publishing 

The intent of this worktext is to present dental i , 
assisting from the point of view of the dental assistant. , 
Inf orrnation is provided to supplement procedures that are 
common to most offices, with practicaX suggestions for 
adapting these procedures ^to' individual preferences. ■ The , 
purpp'se rof including this background information is : to Help 
the. reader learn th^ "why*'' as well as the "how,'": and,-- most 
important, to; learn when to act. ; That is, it provides -the 
means for the dental assistant to develop into an aware and 

skilled aid v/ho possesses . the initiative to anticipate the 

doc tor 's needs, to be whe^^ 

and place. : Some units contain considerable inf ormatidrtr;?;-; 



■ which is 'beyond the scope required solely; for' performance of 
procedures. These supplemental mate rial s^r will give the reader 
(instructor, doctor, or dental assistant)' freedom to se-lect ' 
the procedures and activities that are best suited to particu- 
lar needS' and' to fab ilitate; ;adapting the information to 
identified requirements. ; 

D e n t al R ad i o 1 o gy' ■ '-^ ; 

by Pauline Anderson, 197^ / i ^ 

: Delmar' 

In order to provide' instruction in dental radiology 
for; students who are or will be working in the dental field 
as kuxiliaries, Dental Radioltg:v , covers the following topicsi 
History and Principles of ; Dental Radiology , Rad iations. 
Production of Radiographs, Analysis of Radiographs, and 
Preservation of Radiographs. Included in the illustrations 
is a. series of photographs that show dental anatomical 
structures which can be easily identified by numbers and an 
accompanying legend. Also discussed is the Updegrave tech- 
nique for film and. cone placement. To aid in self-instruction 
review, questions and suggested ■ activities have been placed 
throughout -the text. It ' is recommended that the student have 
cpmpleted an introductory text for the dental assistant and 
Viiave some' kpowl^edge of physics, as prerequisites for the 

bpok.- ;,; ■ : _^ , • 

Emotional Ad .justments to Illness 

by Karen A nn Noo nan, 1975 ^.„..1:,_^..! " ^.^^ - 

Delmar ^ • , : • , 

In dealing with the emotional and personal well-being 
of the physically ill patient, this book- examines in detail 
the /specialized nursing care; required by the, intensive care . ' 
patientV ^he sick child, the dying patient, the aged person 
and' the ,r>drue; abuser. Emphasis is. placed on the patient and . 
how his" family and the nurse can affect a recovery from 
illnfess. . ; 



Geriatric Nursing . ' 

by ..Esther Caldwell and Barbara Hegner, 1972 

■' Delmar ; ; ' ' : . ^ - . ; 

:i The 'purpose of this manual is: to! acquaint students with • 
various aspects of geriatric care. Four general topics are 
coveredt progressive development, older people and community ^ 



; :.: , , i : ,; life : spec ia geriatric 'nee ; arid conditions of iilness;.; f-: ■: 
■■ - Each 'unit h a sumrnary^f the material : 

,i presented,; suggested actiyities::and, a.reWew to. be completed; 

■ by the studentT Pioture to help ; 

: cilarify the material. . , 

■'■■--:r-:/r- Health Assistant ■, - ^ 

• ' r. :, b;;/ Esther Caldwell and Barbara Hegner, 1.973 ;; 

,^,'.[['::^ ■ 'Delmar,:' ^\ ' i..^./^ ■■■■■ 

:■; Ah overview of the responsibilities of a health 
. Assistant, aa introductiori to the basic procedures and tech-, 
i ; niques which he may be ■ recjuired to; ;perf orm or lassist- in,. ; ■ ; : ; 
e ^ and; back2;round knowledge to facilitate under of . 

■ , these tasks are proyided by. this book. The'^^ is " 

divided into six sections. ■ Health assistant responsibilities, , 
■basic ^procedures- in bed-side care:, .determinations o| vital ; 
: : signs, special .communication and sk>ills are covered in the 

fi\rst .f£)u r sec ti ons,*,---..-:Sect ion -5' is an introduction to medical ; 
science and section 6 presents an overview of body systerns^ ^ ^ 
and disorders. ' Each unit has objectives, a summary, suggested 
^activ^ties and an assignment. At the end 'Of each section, ^ 
there is an achievement review to test the students retention I 
of the ■ material; . ' ' . :v " " ^ 



Human Anatomy . - 
by Charles E.Tobin, Ph.D. 

ITT ■Educational. :£ubi;is^^^^ . : ; 

Serving -as: a primer for -those. seeking an introduction . . , 
to basic anatomy,' this textbook is specifically directed to . 

- the., allied health student . It forms the basis for all. health- ■ 
related 'sub J^^e^^^ because a : knowledge of the. normal ^human - ip 

; structure,, a:rid the changes that take place: in it; as a 'result / 
of' disease , are essential to the understanding of all - y ; 
branches of health care . The sub ject is presented in| an 
.interesting, straight-forward style that, makes reading easy. V: 
The many simple 'diagrams - and drawings relate: 'tb^he-' text and : 
help, the student learn and understand th? struc ture s and : ... 
their flirictiohs. Learning techniques ; are built into [the 

■ ■text and review questions at the end of each chapter help , 
the student mfeasure his progress. Thecohtents includet /■ 
Anatomy, The basic structure; Anatomic plane's and directions 

■ of reference;' The "skeleton and: bones; The joints?: Thej skin; ■ 

- The muscles; : The: c irculatory system; The blood vessels; The 
-.heart; Lymphatics; The nervous system; >The meninges; The^^ -^ 
/Autonomic nervous system; The sense organs; .The digestive v; ; 
: system.; ■ The respiratory system; The urinary ' system; The; ; . 
' reproductive system; The endocrine glands; Some :Clini;cal: ; ; 

anatomical considerations; Head and neck; Abdomen; Backr 
Axilla and arm; and an index. :^ ■ , • / ' : 

. ■ ^ ^ 147 U .. 
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; Me d i cal Mathe mat ics ;;■;';':".■;,„ 

^ -^^^ ■ ^ ' . ; ■ 

■ Medical Mathe? Ti ^tics presents a : progressive develop- ■ 
- i ment ,.bf : the mathem^it^ skills needed by allied health" " 
; * ; personnel v^^v F^^ pimply "counting items, the ;;,text j^progresses 
/- to a^ glimpse o^ dif EmphasisTis on the 

'■ special ;ne health fields. This 

worktext de,^I^ with^m to'! of mathe- 

■;matics; ^it i:ittemp;ts to indicate the ''w so that readers :; 
, and : students will appreciate' the; role and the function, of 
;mathernatics' in theory arid prac^ • ii 

: excludedy :bu1^ the^ib^ to ^further study , j 

and development. • The contents include r Sets; Number; > . 

X Arithmetic ::operationsi :AlgebraV^ E^ 

functions;" Geome try r Fu^ trigoripme try; Vectors, 

matrices,, and determinants; Statistics .and probability; and 
; ;: ;C6mputersi / Iliu problems are provided at the ; 

end of each chapter. An index is included at the back 0f the 
' 'text. ; ■ ■ : 



Medical Termlnoloar of the Organs of Sig:ht and Sound 
by Minna Gosman and Geraldine Dallek, 1973 

■ UCLA ' - , V ♦ . ; ' . / ^ • , 

' ' ' . j ■ . . ' ■ ' ' . ' _ , ■ ■ , . - ■ "* . 

. : ; ^ ThiS: manual is ipart of a program designed to help the 

r student: acquire the knowledge and skills necessary to produce 
: in-: final tormvthe; reports -die tatejd- by^:^ The manual 

, 1 is d ivided ■ into two parts:- This manual is devoted entirely 
4 :;:tQ terminology ass.oc iated;: with the organs of sight and ' sound.. 

■■'■■^ Part one' :of the manual presents thp ; terminology in a^^^ narra- ' 
r; ,:tive style, dascribing : anatomy, physiology, pathology^ : ^ ' 

■ hospital ; procedures; in; laboratdry tests,:: radiology and oper- ! 
: atiohs concerning the ' ear^^^ PY^* After each Vsect ion are 

■ exercises, such as identification of illustrations and ^ 
matching. F.or each segment of written material, there is an 
aud io exercise which requires the student to type a dictated 

■ list of new words, and -then a, short paragraph in which the 
. new words are used. 

Medical Terminology of >^he Res pi ratory System 
; by Minna Gosman, 1972 ^ v , , 

■ \:- ■ ucla:- ^ .■■ ■■ ■■ ■ ^ ' ■ ■'[/-,- ■ ; ].■ 

This program is designed to help the student attain : 

■ ^ the-skills and: knowledge necessary to produce in final foiTn 
' the -reports dictated by physicians. This text is devoted*. 
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entirely to terminology assoC;iated^^^^w the resplratpry, 
!■ system. The course is divided; into 2 parts. Part One 
' presents: the 'terrninology in a' descriptive narra t i ve s tyle 
]■■' which e xpla in s ana t o my , phy s i o 1 o gy , 'pathology, hospital 

procedures in ; laboratory tests, .:radiolofiy>K 

operations. Common abbreyiations are also used. Following^ • 
each narrative are exercises that include; the identification.- 
of illustrations and a variety of review questions. Part : ; , 
7 two follows the written work. . For each ;segment of the. written" 
material, there 'is ah audio exercise which requires -the stu- ' , 
dent to type a dictated; list of words. - This is f ollowed by |;: : 
a dictated short paragraph in which the new words are used. !> 

■ Medications and: Mathematics for the Nurse ■ 
by Esther Skelley, 1970 : 

. . ■ '^Delmar.^ ■ • [ ' J „ ' ■ f' 

The intent of this manual is:::, to . provide the Ipractical 
nurse with a knowledge of medicines which might be required 
in> her work, and to provide ■ information on admini-stration: 
of drugs, their purpose, and the resulting favorable, and 
undesirable effects which might be expected from their use. 
The course is' divided into 5 . iJnitsi Unit 1 presents a basic 
Review, 'of Mathematics; Unit 2 reviews the Arithmetic of 
Solut'iorfs and Dosage; Uait 3 covers the Administration ^^o^^ 
Medicines; Unit M presents Spec ial Considerations in Drugs - 
and Therapy and Unit 5 covers Medications for the Body 
Systems. | Each topic has objectives, suggested activities 
and a planned assignment. An, overall review is provided at 
the end of each unit to assure mastery of the content. 

.. - ' ; A '. ■ ■ ^ ■ ■■" ■ ■ ■ ,■■ ^- ■■■ " ' ' ; • .'^ .■ ■ . 

Microbio logy' for the N urse 
by Elvira; Ferris^ 196? 

. .Delmar - v ' ■ 

Microbi olom/' for the Nurse is a study manual for 
- studentsTof practical 'nursing.: The ' purpose, is to provid^ , 
. students v/ith a , knowledge of how infection-causing organisms 
exist, grow,, multiply and cause disease. This knowledge is ' 
fundamental;^l^*o an understanding of the cause , prevention and, 
cure bf(infectious diseases. The manual is: grouped into six 
* units, of instruction: I An; Introductory Overview of ; Micro- 
pr^inismq;; A Detailed Study of ' Pathogenic Bacteria; Methods 
of Destruction of Bactjeria; Infection and Defenses Against , 
' It; /Environmental ConijroT Against Bacteria; and Hospital; 
^Sanitation.:.- An- append'ix provides laboratory preparations, 
sug.p;ested demonstrations, .and a summary of diseases trans- 
; miVted by/ c^rganism jEach unit provides illustrations of -v 
tKe conterit; ivnit objeptivesv sugge 
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, assignments. Laboratory' experiments are provided, in 
■■'appropriate places, to ^further illustrate content. \ 

- THe Nurse Assistant in Psychiatric and - General Hospital s 
by Mary ^Crowther, 1970 

Rutgers, Kilmer Campus : ^ 

;::With its design for being .used in; conjunction with 
otheri: texts, ;\this^^^^m preparing students to work ■ 

in either a general or mental hospital. The course is 
dividedvinto; nine units, c,overin^ the following topicst 
Introduction' to: Nursing; Introduction to Hospitals; Morning 
Care; Treatment Time; Meal Time; Afternoon Responsibilities; 
Patients with- Special Needs; Caring for Mothers and Infants; 
and Caring for the Mentally 111. Each unit is ! divided into 
lessons. The lessons each have objectives, 'a preparation ^ 
section, a 'presentation section, an assignment, and suggested 
audio--visual aids and where they :can be obtained. 'Many of-" ^ 
the I a^ssignments refer to: other texts. By the time the unit 
on '•Morning Care isIccSmpleted, : the student should have enough - 
basic skills 1^6 start a siipervised^^ hospital experience. 
After the completion of the ;unit on; t ill, the 

student will;: be prepared . for s 

■e|xperienc'e;.-\';- /^■'■'''■ 'y ^ 

Nursing Skills for Allied, Health Services Volumes 1 and 2 

.by,:Lucile- Wood- ■, .'.'y''-' '■f'^ ■:; ;-4^ ''^ 

:w..:;B.^ ■Sauriders":Co. : \ ; .-•^^ 

Nursiria Skills for: Allied^ Health is a comprehensive 
introduction.vto nursing which ^ covers the activities of entry- 
leyel personnel; in several nursing; occupations. ; The material 
in each volume, is presented ^in a v series of :, units. The,, 
sequence of units was established on t'he piremise of progres- 
sion from the general and simple : tb the more spec if ic and 
complex subjects. ; xA successful ^c the -text 

: indicates that i the- student should be a competent practitioner 
.who can fiinction as a nursing assistant.^/ I also 
provide; a basis- for mastery; of the complex skills and 
theore^tical. knowledge required in succeed! of ^ ■ 

nursing pracitice . ; ~The materials are designed for use in 
k variety of: teaching settings.;; ; They c be used for^ on- 
:the-job traiining through; the Associate degree in nursing, 
■,ks well as for adult education, and staff development pro- 
grams for nursing personnel and other health professionals 
iwho require the skills. Each unit includes directions to ^ 
the student,: a general performance objective, specific per-, 

■ formance" objectives, vocabulary, instructional mater ialrv 

■ q u e s t i on s and p o s t -test . 



rvutr ition and Riet Modifications for the Nurse 
by Carolynn Townsend, 197^2 

Delmar Publishers 

* . An introduction to nutrition, and an..pyerview of- the: 
iplannin.?;, purchasing and preparation of. special diet^s are 
• provided in this book. The first .4 sections covert elementary 
■nytrltion, meal planning, meal preparation, and food -for . ' 
mother and baby. The fifth section covers a variety of ' . 
special diets, such as th^e soft diet, the bland diet, pro- - 
tein diets, etc The sections are divided into' units. Each 
.unit has. instructional objectives, topics for. discussion and • 
suggested^'ac tivities. A reviev/' is provided at the end of ■ 
each 4jnit- tb check the student; s/mastery of the material. 
Sharts'and pictures are included' to help illustrate concepts. 

. Obstetric's ■ f or ' the Nurse | ■ • 

by Barbara Anderson, 1966 

Delmar • , . * ; 

The necessary instructional material Which is provided 
by this text v/ill, with 'continued clinical instruction, 
cenable thte nurce to become a value?d ^member of the obstetrical 
team. The material is* divided into main sections: ^he 
Beginning of Life, Pregnancy and" Prenatal Care, Labor a:nd 
Delivery# and; PostpartumV;Care . Each unit is illustrated, and 
includes; suggested, activities along with the instructional 
information... V/here specific;, procedures are re la-ted"^ to fhe ^ " 
lesson content, suc;h step- by-step procedures^ • 
included within the .unit.; The units conclude, with an assign- 
mentrin which the student applies; .the information^ s 
learned. An achievement review is provided at the 'end of 
each'm^jor section. -An instructor's guide is available 
which includes a final examination c-overing the entire course. 



Pat ient C are Techniques 
by Dorothy J. Hicks, Louise Shores, and Barbara Sue Innes 

' ITT - Educational Publishing / 
■ -f. '■ ' ' ■ ■ . ' 

' In of fering both the philosophical ■ concepts of patient 
care and the specific procedures involved in that care, this 
textbook is designed as a medium for the training (either in- 
service or in the school 'classroom) of such subprofessional 
^groups as -licensed practical (or vocational) nurses/ nurse 's > 
aids, and orderlies. It is; also well suited to 'the teach-: 
in£^ of entry-level nursing students. The student is fiif^st - 
given an : overviev/ • of illness "^and its meaning, the organiza- 
tion 'of the health system, the roles and functions ofM^ll>; 
members' of ; the health team, and the importance of good "r*; - 
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comniunication among the members of the health team and 
between the health team and the patients and their 
families. The introductory material is followed by detailed 
explanations .of basic areas of nursing care, and. concludes 
with' the basic concepts of emergency care. The contents 
includei Illness and meaning; Health system organization; 
Health team: roles and functions; Communication with patients 
and their families with team members; Body mechanics; Pre- 
paring patients fpr examinations; Medical and Surgical 
iasepsis; Sterilization; Drugs and Solutions; Emergencies. ^ 
An index is provided in the back of the text. 

Pediatrics for thV Practical Nurse ; . 

by Catherine Brigley, 1973 " : 

y' Delmar". • , , 

: The purpose of * this, manual is to provide the practical 
nursing student with the background knowledge and skills 
necessary to work in pediatrics. The first part of the book i 
covers background m^tc^riai an4 instructions on care of both 
the, sick and well child and the newborn. Part two provides 
detailed instructions on a numbe-r of procedures that the' 
practical nurse' £n 'pedia ^ be required to' carry ^ 

out. The manual is divided into units. Each unit has an\ 
objective, and iiastruc tional material with illustrations fqr 
'cia:rif ication. There are sa^gested activities and an as si gh;^ 
ment.at '^the end of each unit, arid ah achievement review aftt^r 
each section. of ur?it3t ' - / 

■ ■■ •• . - ^ ■ . . ■ : • ■ ' ■ I- 

PhysiGal Therapy Aide ' 

1971 ■ - ; 

University of Texas at Austin ' • . 

Physical Therapy Aide is. a study jguide with unit tests-.' 
The 1^3 assignments (9 units) cover such areas, as' introduction 
to physical therapy, role of the student, clerical duties, 
assisting the: patient in activities of -daily living, ,.»body 
requirements, assisting in th'e treatment area, physicaF^ 
therapy treatment and structure , and mair!t6Saan/ce of the func^-^ 
tion? of the human body. ^ \ ^ : 

Practical Nursing; V/orkbook 
by Claire Hoffman an^i Gladys Lipkin, I969 

J. ;B . Lippincott Co. v 

. _ . An, ou.tline of the major areas of nursingus provided in 
this workbook with the purpose of supplementing a more compre 
hensive text'^ook. The aim of the authors is to present a 



core of knowledge that is indispensable to bedside nursing* 
The workbook is composed of multiple choice, completion, 
matching and true or false questions. More challenging 
essay questions are provided for the advanced student.. A:n . 
appendix is included which covers the effects of drugs in 
the body systems, nursing history, commonly used laboratory - 
tests and centigrade and fahrenhe it temperature equivalents. 
The workbook covers family living, the human body, nutrition, 
nursing as an art, conditions of illnesses and maternal and 
child care. It was designed for use with any basic nursing 
texti ■ ; ' ■ ■ 



• Related Studies for the Dental Assistant 
by> Margaret Volpe, ; 1973 , 

..; Rutgers, Kilnier Campus ; . 

■ * The first section of this book provides- simplified 
instruction in the anatoniy of the -oral structures, morphology 
of teeth, and the physiology of the oral structures. The . 
second section provides instruction cn dental pathology.. 
Each section is divided into units, with several lessons per 
unit. • The lessons have objectives arid diagrams to illustrate 
the topics.; . Lessons are kept short and to the point, includ- 
ing only those terms and that information essential to the 
proper performance of the, dental assistant '-s job. • Achieve- 
ment tests a're provided for each unit in order to check 
student mastery of the course content. 

Standard First A id Trai ning Course by Department" of Navy 
Bureau o'f Naval Personnel, I965 

:U. S. Government Printing Office 
Superintendent of Documents ~ 
^ Order >08^7.-OO7O 

.DesiOTGd for use on the ' secondary level,, this reference 
book; contains the following . information: -first aid, : ..^ 
hemorrha^^o, asphyxiation, shock, poisoning, wounds, injuries, 
and rer^cue. Illustration.^ are includc'.l. 



S tudies -for the Dental Assistahtt [viicrbbioiogv and 
■ Sterilization, Phannacolog:y and T^erminoldgy 
V by: Bertha Mexner, 1973 

..Rutgers, Kilmer Campus ' . ; i , 

A competent dental, assistant needs background knowledge 
■in: a number of fields. , This book provides instructipn in ; 
'three such related fieldsi microbiology, pharmacology^^^ a 
. 'terminology. ^This book is divided • into 3^s The . 

■ first section icbvers microbiology and steriliza"tion. /';T 
■second section provides instruction on pharmacology as re- i 
lasted' to dentistry — i..e. what drugs are\ administered in- the ; 

/ :dental off ice, ;why and how. The last sec tion, terminology , 
"acquaints the student' with dental terms necessary .for ^good;^ ^ ; 
communication between identist and assistant* Each section is 

■ divided: into units. Instructibnai; objectives and diagrams 
,. are included in each unit. Reviews are provided throughout • 

the text 'to insure mastery of the course content. 



Workbook for Dental Records 

by Corinne Carpenter and' Mar^ret Volpe, 1973 ' ' 

Rutgers, Kilmer Campus 

- This text was prepared so that samples of various 
dental records, 'tax forms might be included in : 

c^e ; workbook. " Each : unit : contains basic, inform V^Q- 
cedures to follow in completing the^forms, questions, 
t assignments, and an/achi^vement: test. The; purpose^ of the 
Vwork^^ give students practical experience in 

■■completing the' /forms, and; an effort was made tpV similate 
rsituations' as they occur ■ in Ja dental office.; The book: is - ; 
designed so-that, once the material: has; been presented ^ the : 
: and:ividual student can work at his: own rate.: This workbook 
may also be used as a reference during actual employment. 

X-Ray Technology (X-Ray Technician ) 

-1966 J 

' .'■ University of Texas at Austin 

This manual is a study guide with unit .tests. The 76 
assignments (11 units) cover such areas as general^ office 
procedures, operation of X-ray machines, darkroom -procedures, 
tec^hniques, positioning and making radiographs, the /lower 
■ extremity, 'the: trunk and. vertebrae, the: skull, contrast 
' examination, the urinary^ tract, and special procedures. : 



151 



149 



ERIC 



MARINE OCCUPATIONS 



■ Boats Need ■ People , Film 

n.W^9^~v^~~^.:- • ^ - ■ • ■ * ■ : • 

:.. : National Association of , vErigihe and • . 

Boat ; Manufacturers, 

This if ilm explores the employm^ 
. available : to; youth the recreational boating field. It' 

shows the many year; round; : jobs available in boat, engine . 
^ and : accessory manufacturing plants^ in :marinas ; and boatyard 

:ind in retail operations. , v. =i ;: 

-^ Motorboat Mechanic . 

■,'19:7,0 ■ ■ : •:; : ■ ■ - ^' ,■ . ; , : -/v. .... 

.University of Texas at: Austin ■ .. 

v Motorboat Mechanic Is a study guide with unit testsv-^ 
; The 32 i^ssignments ;(9 units of ;:;study^ ■ deal with the f unda- - 
mentals; 0 f. mo to rboat engi ne s a nd:, hull ; repair. References^, 
for' outboard , motors - are Audels O'utboard Motor and Boating 
Gujj^,"l968, Howard Sams; and- Outboard Motor Service 
manual / 1967 V Abos Marine Division Technical Publications. 
' References for hull repair, are Chapman/ Boat Maintenance — 
Afloat and Ashore Part 11 ,; 1963; and du Plessis, Fiberg:lass 
Boats-"Fitting:Outy Maintenance and Repair , I966, Aldard 
Coles;;in::a^s6ciation with John; :;deGraf f . : : 

The Oceans and You ; • 
by" ASO Information Kit, 1971 — 

American Society for Oceanography - 

; Seven: booklet's ^are included; in the Oceariographic: 
Inforrnation Kit to provide the following information: a 
general overview : of the nature of oceanography and the ■ study 
necessary in: preparing fori a career in this field j possible 
oceanographic employment opportunities with the federal 
government as described: -by the :diff erent government agencies 
involved in ^marine activities; descriptions of employment 
possibilities in private industries; university employment; 
a -reading/list; and a list of other ' information sources. 

... ' :•: - . ' ^- ■ : . ' ■ . 
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Outboard'! Motors and - Boating : ■ 

by Edwin Anderson and George: :Uskali, 1972 t ^^^^^^ ■ ■ 

i : Howard; W. Sams and Co« , vine. • 

' : This; text provides up-to-date; information" 'on many 
■aspects of : safe boating, including motor construction, oper^v 
ation, maintenance, i and basic safety" factors. Other: important 

. topics are also:! covered; such tas th^ rules ^and; re gulations^^:^:; ^^ 
that are to 'l3e used while: on^'^ ad just-J ^ 

< ments and service operations, including maintenance^ 
pairs e ssential to..oui:board ; Ibbat ing, are ; c overed; in de tail 
Additionally, fujictions of the various e parts and 

■ auxiliaries,^ such as carburator, ; ignition, cooling system,' ^ 
etc • are explained and illustrated /in 

: reader an understanding as to w^ ' when'-certain -repairs ; 

and servicing must be made.'X The text; contains service , • 
chapters which provide full; inforraatibn on the proper ' pro-;- 
cedures used in making all kinds of major repairs. A : . 

: glossary of i nautical terms i^ included in order :.|to: famili-- 
arize the reader with r^elevant tejrms : and phrases. 

Outboard Motors and Small B.i;^ig;i ne s, Course No. 18 

.i ::: Hoffman Occupations 

Hoffman's atidio visual vocational icourisesi ihdiv 
a systems approach 'to teaching so that each trainee may ; 
progress at his own pace while the entire class remains vyi th- 
in ' the management of the instructor . /rhi;^^,is^ done by re due-, ,; 
ing the course into the smallest instructional units— or ; • , • ; 
modules. Closely related modules are grouped into clusters. : ;; : 
Outboard Mot o rs and Small Exi^ iries 'id divided into clusters, ;j 
with each clu^^ter divided into several mod,y:(les. " Cluster areas j 
are as followsi Power Mechanics Fundamentals, . Principles ofi 
Ignition Systems; Magnetic Ignition Systems'; Distributor ;! i; 
Ignition Systems; Capac i tat or Ignition Systems; Carburet ion; 
Fuel Pumps; Fuel^Tanks; Power Heads? Lower End Units; 
Starters; Gene rsi tors; Alternators a j.d i Rectifiers; and Motor 
Trouble Shooting, Maintenance and Steering Assemblies 
Installation* - 



Outboard Motor Service Manual, -Volumes 1 and 2 

Abus Marine Publications Division i; 
Intertec Publishing Corp«» > , 

-•These tv/o volumes are designed as service manuals for 
outboard motors^. Volume 1 covers motors that are below 30 
horsepower and Volume 1 2 covers motors that are above 30 , horse- 
pov/er» , Each volume i has a; Fundamentals Section and a Service ; 



Sec ti-Gni- there are 2 parts: 

1) design fundaTTientals, which covers operating principles, and 
driye .unit fundamentals , and; 2) service: fundamentals 
cpyevs trouble shootirig, general mainteha:nc,e and gene ral 
repairs. The Service Section covers^ different brand - name 
motors .\ Many d ia grams, drawings and charts : are included to ; 
• help clarify the material, -The book3 are designed as service = 
manuals and not specifically as classroom texts." However, 
they": can b'e used in the - classroom. \ 

► METAL FABRICATION AND MACHINING ' • .. ' ^ * ' 

Blueprint Reading for Machinists: Intermediate , Volume 1 
*-by Arthur Ahr, "1971 ' 

. Delmar Publishers . " 

The purpose of this course in blueprint reading is to • 
provide supplemental . training material to those individuals 
who have a basic understanding of drafting practices and can 
read simple drawings but need advanced instruction to prepare 
for positions requiring greater skills and technical knowledge 
The text is divided into 20 instructional units . Each unit 
is divided into three partsi a theory sheet, an industrial- : , 
type print and a set of study questions. Most' of the iunits 
are followed by a drawing ..assignment . ; Emphasis is placed on 
developing an ability to read drawings . with the same degree : ' 
of speed' and accuracy found in industry and to apply ad- ; 
vanced principles, of design. Charts, tables and formulas 
necessary to solve the study questions areT found throughout 

the bo ok . :"'''■'■"-'■'■/■''.■'"' ■ 

Blueprint Reading for Machinist Advanced, Volume 2, is 
a continuation of Volume. 1, and is available from the same 
publishers* :^ . • - ' ^ ^ 

Blueprint Read inj; for Machinist, Tool. and Die./Maker and Mold 

Maker Apprentices - : ' ■ -. ^ 

by V/illiam Hard man, 1973 

National Tool, Die and 
Precision Machine Assoc iation 

This book was designed 'to teach the fundamentals of • 
blueprint reading in a rapid and practical manners After : ■ 
completion of the text, the student should be skilled in the i : 
reading of blueprints. Thev text covers such basic^^t as |. 

terminology, abbreviations, and : visualization, as ; well ; as ^ I: : 
blueprint reading itself . ' Sample blueprints are: included ; ^ 
along with related questions for the student to answer. ; This; 
book appears to be a £?:ood introduction to blueprint reading • ; 
for the beginning student. 



Brazing and Soldering ^ Film 



197^ 



Library Filmstrip Center*. 

A craftsman should |be familiar i,w 
ichosen: vocation. V Since, commercial welding shops also do 
brazing and soldering; this filmstrip presents basic- tech- 
:niques necessary for bronze surf aiding, braze welding, braz- 
:ing,i and"'silver , soldering; ( which; should be ' correctly ' /. 
identified as silver brazing) • 



Careers in Welding , Film 
197^r 

Library Filmstrip Center 

. The widespread use of welding in farming and industry ^ 
provides a constant source jof employment for qualified young 
men. ■ Job opportunities i occur each year, ^^.^s a result of re- 
tirement and new industries. 

-Welders find work ; in If ields such as automotive manu- 
facturing, aerospace industry/ manufacturing, structura^l 
work, ship building, and many others a 
capsule ; look at- industries employing welders .^^^ 



Casting Processes 

by Joseph Kovaco; 1973 . 

Rutgers, Kilmer ■ Campus ' * 

The purpose of.^- this workbook is to familiarize the 
student with,: and to give: him a; working knowledge of, the 
i'various casting, processes* Emphasis ;is the i; ^ 

capabilities' and the limitations- of the -casting^' as 
related to the ^ selection :;:of a 'j^asting process^ in \the jdesi 
of a machinBV part. The book' is divided : ;intp unit^ : 
Instruction. Each unit has an ihstructiorial .object 
related information. Assignments and review problenls :to be 
completed by ;the student are provided for/ groups of units o 
:A glossary of foundry terms is included in the back of the . 
text.; This book seems appropriate as an introduction to 
casting processes. . A knowledge | of very basic math .(such 
ias the ability to make; measurements) is necessary. ' The 
drafting: and design student should ; be : able : to usa ;this work- 
book, ^after it Is completed,; asi a' reference on, cost and : . 
design factors involved with each casting; process^ 
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Electrical Discharge Machining 

by C# M* Montgomery, 1973 I : 

Rutgei|'s/ Kilrrrer Campus: 

"The purpose of this book is to. provide an introduction 
to electrical discharge machirting,; as well as; to teach the 
student some of the methods and procedures involved in such 
operations. rThe book is divided into instructibnal units, 
and qach unit is comprized of lessons. ! Lessons include an 
objective, information,- vocabulary and an assignment. The 
following topics are coveredt the electrical discharge 
machining process, basic components of electrical discharge 
machining, operating. procedures and methods; and machine - ' 
parameters. Diagrams and other illustrations' are included 
to help clarify ,the material. 



Exploratory Drafting--Sheet Metal , SEE DRAFTING 



Int roduction to Oxyacetylene Welding 
Library .Filmstrip Center^ ' . 

This filmstrip is a resume of the development and scope 
of the oxyacetylene flame,;, beginning with experiments by the 
French chemist; Le Chatelier in 1895» Fusion ^weiding, flame 
cutting, flame gouging, flame ■deseaming, prof ile cutting, as 
well as brazing ; and heating operations, are some of ; the 
processes delineated in the filmstrip. It is Important for' 
the student to understand the wide scope of application for ^ 
the flame processes. 

Jig and Fixture Design 
by Ewald Witzel^ 

;■" " Delmar " 

Jig and Fixture Design .describes important aspects of 
elementary design and some: of the techniques used by tool 
designers in planning and^ designing jigs and fixtures. The 
text was designed for use: by those persons who have a 
reasonable ambunt of skill in mechanicail drawing and an 
understanding c/f machine tools and processes. The material 
is presented in a manner which /allows the prospective de-; 
signer to learn how typical tooling problems are solved. 
Part drawings, productioni plans, complete tool drawings and 
explanations of the designer reasoning are ;; included. v Pr in-' 
C'iples I and practices common to all branches of Jig and; i;; : 
Fixture design; are covered in an introductory section. \ 
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Topics discussed includet Introduction to Tool Design, 
■Functions of Jie;s and Fixtures, How-Designs of Jigs and 

Fixtures are Planned, and Tool Drawings. Five complete 
: industrial units are also included which provide instruc 

tional materials and assignments for the student. 



Mathematics I- -Machine Shop 
by 3. Poniatowski, 1970 

: Rutgers, Kilmer Campus 

In presenting the fundamental principles of mathematics, 
to shop students, emphasis, is placed on making the material 
relevant to problems 'encountered in the machine shop. In- 
struction in arithmetic is contained in the first half . of the 
book. The remaining units provide further practice in calcu- 
lation, teach students to handle simple formulas, and provide 
some '^information on the principles of machines. The exposi- 
tion of- the principles involved, the solution of many prac- 
tical problems, and the presentation of problem work, teach 
the student the. general methods of driving solutions which 
can- be applied to all " shop problems. ■ . . 



Mechanisms- -Linkages 
by L. P. Robertson, R. W. Tinnell, T. G. V/atts and 
D."A. Yeager, 1972 , 

Delmar 

Mechanisms--Linkages ..provides an introductory treat- 
ment of mechanical linkages, combining the elements of_ 
mechanical theory with those of practicality. The topics 
covered include: various levers and four-bar configurations, 
and selected special -topicso The material is geared for 
technology students with little or no background in practical 
applied mechanics. The purpose is to expose the student to 
the practical skills of mechanical assembly and^ to the prin- 
ciples of operation of a variety of mechanisms, rather than 
to cover the material in fine detail. Instructional material 
is presented in the format of ari experiment. Each experi- 
ment contains an introduction, a discussion presenting the 
background, theory and techniques needed for the exercise, 
a materials list which identifies all necessary items, a_ 
procedure with step-by-step instructions, an analysis, guide 
fcr interpretation of data and problems for review. It is 
sugf^ested --that, for best results, the student be concurrently 
enrolled in a course in technical mathematics ( introduc;tory 
calcul"us)« ■ . 



Mechanisms: Machines ' 

by Larry Teel,i 1972 , | 

/ 

' ■ , , i 

Delmar j 

An introduction to the topic of modern machines is 
presented in this text in a; manner which is designed :f or > 
students with' no background; in: ipractical applied :^m^^ 
It combines mechanica;^-<^ 

applications • The topic s discussed inc lude : graphical V'^ : 
: analysis of- machines in the areas of velocity and acceleration 
polygons and the dynamics of cams, . gears and interrriittent ■ 
'motion; meCjhanisms. Since this book is intended for use by • 
inexperienced students,': no attempt ; is made to coyer the 
material in fine detail.: The main emphasis is placed on the 
practical skills of graphical: analysis -and the' dynamic prin- 
ciples of pperaliion of a variety of mechanisms. Each topic 
includes instructional material and janvexperiment to;^^ 
conducted by the student. Experimental procedures are listed 
in detail, along with all the inforrn 

student to carry out the experiment i The I last experiment 
covers a summary of all the techniques covered : throughout 
.-the book. Forms for use in writing up the, experiment are 
included in the back of the text. 



Metallurgv--Oxvacetvlene , Film 
197^ 

Library Filmstrip Center 

It is important for the craftsman to know some of the 
physical or mechanical properties of the ;metals he' 
with. If he knows the strength^prbperties ; of l;a giyen^ 
he can then make; a weldment strong enough ;f or any job. - 

This filmstrip will : djiscuss and : illustrate the p 
ical properties of average weldable metalse: /stress, ; strain, 
elasticity, elastic limit, tensile strength, | torsional " 
strength, . shear strength, and fatigue strerigth,; are -among- the 
factors included. Glassif icatiori and identification of ^ 
metals such as low carbon steel, .high carboa' steel, and the 
various, alloys are included in this f ilmstri'p. ^ Spark and 
tempering characteristics are also described. 

Modern Metal V/orking; / . 

by John Walker 1 

Goodheart-Willcox Co., Inc. 

I iBasic instruction : on ihand and machine tools, and ^ 

materials ;:and; procedures used' in me. tal--working. occupations ; v 
are supplied in this text. ; Instructional -T53.terial. is ; * 



presented in short units and in simple language, along with 
many photos and drawings • This book introduces the student 
to shaping and forming techniques' applicable to space age 
metals such as chemical milling, powder me tallurgy, , electrical 
discharge machining, electron beam and inertia welding, 
chipless machining, numerical control and quality..control. 

Sheet Metal (Sheet Metal Worker) 

University of Texas at Austin 

Sheet Metal is a study guide with unit tests. Safety, 
tools and equipment, pattern development mathematics, fabri- 
cation, and installation. are covered :in. 55 assignments (1^ 
units of ^study) *. ' :^ : . :: 

Sheet Metal Blueprint Reading for the Building Trades . ; ... ; 
SEE ^ BUILDING CONSTRUCTION ~ ' ' " 

Sheet Metal Pattern Drafting and Shop Problems ; :r 

by J..S. Daugherty, R. E. Powell and.H. Foster, 1975 . ; | 

3ennett_ Books [ 

This book covers the following areas: drawing equipment; 
practical geometry; ..practical pattern drafting; heating, : 
ventilation, and air conditioning pattern development;; 
.para:llel line developments; practical cornice and gutter 
problems; radial line developments ./triangulatioh; triangu- 
lation, '.simplified method; special problems and sheet metal 
math. Tables! are included which show the conversion of . 
English to the metric system along with sample prO'Olems worked 

both ways • Shop tables -are provided with such information 

as c ire umfe ranees and areas of circles, weights and gauges." 



S trengjth of Materials — Machinists ''"^^'-■'■. \^' - ^ J: ^ • ' 
by Charles Green,' 1971 . :v i ■ 

Rutgers, Kilmer Campus 

The purpose of this book is to provide the student with 
the knowledge necessary to solve problems involving strength 
of ^ma:terials. The book is divided into 1? units, which cover 
the' production of materials, properties of materials and the 
structure of materials. Each unit includes an objective, 
related information, and questions. There are also many 
demonstration' activities throughout the book that .are to be., 
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carried out by the student Achievement ^ tests" ard provided 
for each unit, with matching, multiple choice and short answer 
questions. A glossary of relevant terms is included, as well 
as a sheet. of formulas which are relevant to the information 
and problems presented in: the text. . 

Theory I M achin e S hop 
by'S'/Angowski, 19(>8 



Rutgers, Kilmer Campus 

• Theory I Machine Shop is designed as an: introduction to 
the machine shop, its tools' and machines, and its ^techniques. ' 
Therd^'are ten major units, covering the following 'topics: 
theory of' machines, simple machines, friction, shop tech-^ 
niques,- manufacture of iron-and steel, foundry techniques, 
heat 1;reatment, manufacture and application "of grinding 
wheels, electrrcity, and the science of measurement. . 

Turning Tech nology: Engjine and Turre t Lathes ' , 
by S. F. Krar, 1971 - ' : " '~ * ' ^ 

Delmar 

Students will find this;:, book useful as an Introduction. ■ : 
to turning ^technology as applied to engine and' turret lathes. ;. 
The book is ^divided into 5 sections and covers the follov/ing 
topics: lathe construction, tools and accessories) machining' 
between centers; machining in a , chuck;^:,. spec ial operations;' 
and^the turret lathe. Each section is divicied into :aV. series ! 
of instructional units. The units contain rllustrations and : 
pictures to- help clarify the material-. All. of the ihstruc~ 
tional information is provided in a style which is easy' to: under 
stand. V/hen new procedures are taught, they .are laid: out 
in a" step-by-. v-*;'0.^manner that is' conducive to rapid compre- 
hension. Review questions and jDroblems to be completed by 
the student ;::-rv included in each unit. 



V/elding , \ ■ ■ ' . „ , 

1967 ' ■ . - ' . : ■ ■ , )_ , ■ 

University of Texas at Austin . . ■ , ' . 

^ Welding is a study guide with unit tests. The ^3 
assign]7ients~*'Tl^ units of study )- dea.1 with safe ty, me tal 
properties and identification, oxyace tylene: welding and,- 
cu:tti-ng:,. alternating-current arc welding, direct-current 
arc welc] ina:,' special welding processes and applications, r and. , 
f^as shielded arc welding. 
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W NEEDLE TRADES 



The Art of Sev/ing , j 
by Yvonne Hillinger and John Ossi, 1970 

.Rutgersr Kilmer Campus 

The purpose of this' manual is twofoldi it is designed 
to give the student a knowledge of ali the basic skills 
necessary for fashion sewing, and to serve as. a helpful 
reference source. The text covers basic information, hand 
sawing, stitches, seams/' hems,' bias facings, inserts ^ 

and appliques, buttonholes, pockets,- and plackets* Each unit 
contains instructional material, ; as 'Well as a list of .assign- 
ments* Many drawings have been -included to help the student 
visualize .and imitate the steps that must be followed in order 
to acquire the skills needed in the- trade, .^i Cartoons, have 
also been, ;lncluded: to arouse interest: and keep the ;tone' of : 
the -.book informal.'' 



Drapery Makings- -I / : ■ 

197^ . > . ; ; 

Rutgers, Kilmer Campus , ' - h| 

" l)rapery Making--! Is a basic IntroduQtory ;text for 
students entering drapery^ making as a lyocation. Since the 
book was written for use fat ;tHe Marie Katzenbaoh School for^ 
the Deaf , communication problems are; given . prime consideration. 
The author considers a wide range ' of jdetail often left out of 
instructional :texts. :^ The vocabulary 'lis kept: as simple as 
■possible and each technical term is i defined in the vocabulary - 
section' of the 'lesson; in which it ; is introduced. There is an 
■assignment at the end; of each lesson :and i an achievement test 
.fori each .unitt of study. A: glossary of :terms is.i also provided; ; 



Learning to Sew '■ ; ; 

by Mary Funari and Charles Jochem, 1970 

Rutgers, 10 Seminary Place 

•The two purposes of this.manual are; to acquaint the 
studenti with the equipment and tools found in the ..sewing 
room, and to teach the .student::how to construct a simple 
garment for herself. The book progresses from the simple . to 
the more complex, following a standard step«by-step method 
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::f or iconstruction of garments. ; The manual is divided fintb .'ten 
iunits, with each unit divided into lessons* Each lesson has : 
an' objec tive, instructional ixnf crmat ion, a vccabulary section 
^ and : an a.ssip;nment • Each unit has an achievement test to. •! 
;check the student Vs: mastery: of unit content. Diagrams ; arev 
included to illustrate the procedures, and a glossary in the 
back is supplied for the student * s reference •: 



Mathematics I — Needle Trades 

Rutgers, 10 Seminary Place 

Mathematical ability is a valuable asset^to the needle 
trades v/orker. VThe purpose . of this book is po provide the 
student with a basic knowledge of mathematics and to develop 
skills in solving mathematical problems re leVant' to the' 
needle trades. The book stresses the application of the • 
prac tical rather, than the theoretical aspects of mathematics, 
y/herever possible, problem situations .and terms common to the, 
trade are used to familiarize the student with practices in 
the field:. There are a variety of lesson types. Some ar6 
designed, for class discussion ahd to serve as ;a background - \ 
in the special application to the needle trades field; others 
pirovide specific 'practice in th^ kind of computations needed; 
still other lessons are designed to teach students how to ; 
select pertinent facts,- how to judge whether a ^ result is 
/reasonable, and how to estimate. Each lesson . includes an 
objective and assignments, along with the instructional 
materials. Pre--tests and 'achievement" tests are provided to 
test mastery of ^content. . 



The Problem Fia:ure Dress Desi|g;n-Related Art II 
by Iviarie Lenahan and Stephen Poniatowski, 1970 

Rutgers, Kilmer Campus 

As a sequel to the first volume* of Related Art for 



Dress De sig:n > this book was compiled to give the student 
practice in designing clothes, taking into account any figure^ 
problems she may have. The book is divide:: into six units 
and covers the follov/ing topicsi the fashion figure, prin- 
ciples of denign,' lines and ; the figure, designing for the 
problem figure, textured fabrics for. the problem figure and 
designing for the individual figure Each lesson includes 
an objective, related, information, assignments and questions. 
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Diagrams' and ^pic tures are included., to illustrate the pro- 
cedures. /A comprehensive test. at the back th^^- book pro-; 
.yides a check of the students mastery of the course , content. 



. ' Related Art for Dressmaking Desigyi .Students 

: by Marie Lenahan and Stephen Poniatowski, 19^6 . 

. Ri^rf|ers, 10 Seminary Place 

Students will find this book useful for acquiring; a 
'basic knowledge of art' as related 'to dressmaking. The >book 
is divided into five units. The first unit surveys color as 
related to ^dressmaking. Unitll provides instruction on the 
drawing: of 'various dressmaking details such as bows, pleats 
and sleeves. -Textile designs are covered in Unit HI* Poste 
design is covered in Unit/IV, and ; ^bulletin board design is-' 
cove-red in Unit V. Each- lesson includes, objectives, assign-: 
ments and questions as well as the instructional material. - 
Diagrams and pictures are included as adds in .skill develop- 
■ ment. All art techniques are acc(5rhpanifed by^step-by~step 
instructions. An achievement test is include'd for each unit. 



V/hen You Go To V/orkt A Book for the Needle; TraSes 
by Yvonne Hillinger and Charles Jochem, 1973 ' / 

' Rutgerisfr^Kilmer Campus . ' . - > 

. This boo k^Sr^a sequel to the text Power Seeing . The 
: first book was desi^ied to teach' students the skills they 

would need as power^^wing operators. This book 'pre-sents .the 
' non-technical ' information that the student will need 'in. . 
'order to get. and hold a job. -The^ book is divided into six ; - 
^uhits and covers the following ^topics as they are related to 
the employees the factory, a good worker, the job, shop 
mathematics,' clothing. for women and clothing for men. Each 
lesson includes an ol^ective , a vocabulary list, related 
infonnation .pnd . an M.t. : ignment. Liberal use i& made of 
drawings and cartocx, to help illustrate the concepts. 



OFFICE OCCUPATIONS 



, i A Career in the Modern Office * 
[by ;rhyllis Morrison, .I969 ' / 

;\ Gregg 'Division 
, : ^ . : McGraw-Hill Bo 0}^ Co. . ! 

; Four paperback books .are included in a^ set which comes 
with a teacher's manual andkre.y. This set piac^s a strong - 
emphasis .on building the basic 'language, number, clerical> 
and sorting , skills- that are neeql*ed for. every entry* level 
clerical job in business. It s'tres.ses* .the importance of the 
personal skills and social atti-tudes. need-ed in. busini^ss. v It 
is a highly motivational course that .includes mature sub-ject 
:matter, ^et is designed on a 7-ri2th';grad^ reading level. ''^ 

Careers in Business and Office Oc cupations-. Film * 

::1970 r^^: : ; ■ ^ • • ; ' \ 

.University of South .Carolina.. ; , - ' 

\ ^The variety of career opportunities open to . the" stii-^ . 
dent in the field of » business and of f ice occupations is 
de^cr^bed in^this l6mm f ilm. It runs- 5;h^ gamut i of positions, 
ftom -cashier to computer, programmer, arid' discusses the out- 
look, education; traini^ngr earnings, and' work condii^ions of 
each. .The personality characteristics necessary tqr success 
and the personal rewards gained by those i^n'this career ^ . 
field are shown and discusse*d> >-^"\- — V * * ■ 



Careers in Business Office Skills , Film--^' 

Pathescbpe Educational Films, Jnc. v. )^.^ 

This film delves' int'o the world of the Trnodern business* 
office and talks with the people, who perform the; daily, jobs " 
that keep a business operating efficiently. The -tprogram , out- 
lines and discusses the various occupations within an . 
office. ,^ Interviews with people at work ex'plore ithe oppdr- V 
tunities" as well as the drawbacks, and the personal skills . 
and: training that are needed. Specific suggestions show hdV 
students can learn more about this .field from school, ' ' 
employment agencies^, and temporary or part-time employment."'" ■ 



. : Clerical Occupa-bi oris . 

- ■;-i970";;. ■ ' 

= . Division df Cornmunity Cbl^l 

. ; Educa'tiOn . ,: ■■ 

if; ; This guide outlines the basic skills and knowledge : v 
' necessary^ for entry-level competencies in clericals occupar . 
! tions or for 'entrance into a^ post high school or university : 
= /f'program. : :The "a^ outlined are occupational and ; instruc- 
!tional"data,/clerical curriculum, and occupational specialty 
•■■courses*, ■^■\v" 



"Cooperative Ofx'ice Education, A Course "of Study ," develojped 
by the Curriculum and Instructional Materials Center for the 
'Division of Business and Office Education, Victor Van Hook, . 

Oklahoma State Supervisor, 1972» 

if ' '■ • . ■ . ■ , . ■ 

Oklahoma State Department of Vocational and 
Technical Education , 

The major goals of this course "'of ^study are to aid - 
the student in developing the knowledge and skills that will 
facilj.,tate his work in the office and'-prepare him for entry 
level "employment in a /^ariety of jobs*' These materials! are 
designed to' instruct-j8he student in the personal qualities 
and jab ccynpetencies necessary 'for employrn ah off ic^e ' , 

worker* ' It includes seven topics, with each topics consisting; 
of one o.r mOre units of 'instruction. Each instructional unit; 
includes behavioral. objectives n 

, teacher and^ students, information sheets, : visual aids, tests, ^ 
and answers t'o the tests* ; Topics .include ah awareness of "'the 
world of work, career decisions, personal development, 

, . business behavior, communications, money mana.gement and 
leadership* : ' Each unit in each topiCj contains a terminal 
objective ,^ spec if ic objectives, suggested activities for the 
instructor and students, instructional materials and 
illustrations* . - , 



Eng^li&in at V/ork— -Volume I 
197^ , ' - . ; , : 

Rutgers, Kilmer Campbs 

v / This is a text written for the "high school jjtudent 
who plans to go to work upon graduation* The format and 
examples are designed to "motivate the vocatjional student* 
The table of contents lists ten unitsi , The* Role of. 



Languap:e, |The Dictionary, ^ The ; Sentence , V/ritten Expression, 
Common Mistakes, Reading, the Newspaper, The Library, ; : 
Expressing Yourself, and' Spelling* 

English Style Skill- Builders 

by 'Joseph B. Cleary, .1967, i : i : , 

'■■Gre'sif!;- Division' ''.j'. 
i'::..;;:;.;McGrav/-Hill.;^ ■ , ■, „ • ^y: 

; , Engli sh Style Sk ill- Build e rs . isia. kit which provides 
materia.ls .;t hat are ; self - instructional • The kit helps{ stu- 
dents improve their skills in those areas of language - usage; 
and office procedures that employers and experienced of f ice 
Workers mos-t .frequently la:bel as problem areas. The kit may 
be used for general classroom; instruction, or on an indiv- 
idualized basis in the classrobm or} as al home work assignment'; 
The- kit c on tains booklets in the following areas: Type- / 
v/riting Style and Word Div^isionr Die tatio'n-Transcriptipn; 
Procedures; Punctuation iStyle Spelling Improvement; , Cap- 
ita:lization. Number and Abbreviation Styler Proof reading; 
and Tests. Each booklet in the kit'is organized around the 
mastery formula:; pretest,' teach; retest, and reteach. •/ 
The kit. may be used by , students enrolled iri; Type- 
writing II. and. Ill,' Shorthand : II, Transcription, and , 
possibly ; Introduction to Business. It is designed for 
grades 11-12. . - . 

Fairing; Busines s Names:: Learnin-is; Ac tivity Packagje II < 
By Duchan and Schultheis,^ 1975 : ' :^ 

South-V/estern Publishing Co. * ■ - , /; :■ 

r This text-workbdqk .teaches low-achieving students to 
index. and alphabetize all kinds of business; and government 
namfes following the successful acquisition of the basic : 
filing ' skills .found: in LAP: I. LAT II is |self-in:structional 
a:nd needs: little :;teacher direction. Students are jjiiotivated 
by vocational: information and "illustrations which work to ;7 
tie in the rules for each part with: a 30b that /requires^/t^ 
particular type of /learning. , Average completion time is 
f ive. weeks with additional, time required for suppleirtentary 
probleirrs ^ari^/ examinations. ■ ' ' ' ^ • \ - 

Filin gs Personal Names: Learning; Activity Package I 
by Duchan and Schultheis, 1975 

South-V/estern Publishing Co. V _ 

; : A vocatioo^lly-oriented text-workbook that has as its. 
purpose the^ development of basic -filing skills for 

M ' ' ' 



;lbw-achievi^^^ istuder.ts.; Students are: ti^aght to index a 
■ alphabetize personal names using self-instruc tirig jnaterlals , 
: which require iminiinal: teacher direction^ S LAP J. proceeds from 
• the very ^simplf^ rules of filing firni; names to filing full . 
. names with: miltdle initials, prefixes, ?ind: titles.: Averap;e 
completion time, is three^ w^^ additions.1 time required 

. 'for ..supplementary probl ,, 

, Filing Procedu res i n Business, Film ' 
i ..: 'by ; David Goodman 

, A step-by-step breakdown of the procedures of record 
: keeping; ' in a typical modern , business is presented in thiS: 
.film. Various types of filing equipment are used to 
• demonstrate preparation of records for^ filing, actual filing, 
. retrieval and referral to storage. The film also shows the 
different methods of file organization, such a's'' alphabetical, 
numerical, geographical and subject. . ■ 



■ I n jr qdji c t ion to Offi ce Occupations 
by Carol M. Troutmanv 197^ ' 

■ ■■ Rutgers, Kilmer Campus 

; ■ As a workbook desig/ied for students ia^ spec, ial~ educa- 
' : tion classes, this text provides a step-by-step introduction^ 
: ■. -to. the types of office jobs re*quirihg minimum training. Nine-. 

-cierrcal functions are presented in simple language and work- 
i ; booki acti-vities are provided for ind ividual instrxaction. 
Numerous line drawings illustrate : the material and 2 short ; 
• quizzes 'are iricluded. / 

= : T«^agn e'tic Tape Selectric Type v/r iter , 
■by Raymond Pie siak, 197 

Ruta;ers, Kilmer Campus , 

The; purpose of this manual is to provide students with .. 
- -the basic knowledge and skills necessary to operate the IBM 
/. ^^Magnctic Tape Selectric Typewriter. The manual v/as designed 
' . for use as a student text while students are being instruc- . 
: tod- in' the ::use; of: the Iwagnotic Tape Selectric Typev/riter. 
■• Students are instructed step- by-step, v/ith' each, nev; step ; 
loadi.nr tov/ard; the final :stage: ;;of a complete,^ knov/ledfre of 
\ '■■ the machine: operation/ ; Diagrams arc,: provided to he'lp 




'- ■ clarify the jnstructibns and ■ assliignnients ■ are included tb: : 
s give the tudent practical experierice. The lesions have 
■been written for easy .reading and: corgprehension by the high 
school student. 

Mail Cler k ' ; 

: '-r: ■'.-.•-Grepig ^Division v;' • 

■ '.■"■■-'y. McGraw-Hill Book' Co. ' - 

: : Mail^ Clerk is a training manual :with accompanying ., 
resourc^e materials. It is one of I a series of . 15 sequences 
providing self-paced training for: entry-level qff ice jobs.. 

i A Modern Approach-to Business Spelling 
by Annie DeCaprio 

, ITT Educational Publishing ^ : , 

An extremely practical te-xt-workbook, this book is an 
invaluable teaching aid that %stimulates the individual 
' student • s interest in and concern with correct spelling. 
Specific helpful hints are highlighted throughout the book 
for students whose backgrounds may be deficient in English > 

- usage , .grammar, or pronunc iat ion. The contents includ'ei 
dictionary entries; dictionary respellings; dictionary 
definitions;* roots; suffixes; dpublirig; the final consonant;;: y 

: : ■ dropping the f inal e ;: .pref ixes,: pref ixfes : and' doublevle.tters;^ 
silent letters;: spme sounds with two common spellingsv r 

■ compounds and ihyphenation; plurals; less common plurals; ;/ 
apostrophes arid possessives; apostrophes and contractions; 

. spelling demons; proofread ing.X 

Number Filing on the Job 

- .by V/ood, 197.5 ■ ' . . - 

South--Western;Publishing Co. 

This self- teaching text'-workbpok is a complete voca- 
tional unit: that , is designed as a supplement to existing 
i ins^tructional programs. It provides needed mateiS^al in 
: number handling skills and in number: f iling system'So -The 
! student checks : and evaluates his own work and" can proceed . / 
i through the, course at his own; paceo The low reading level, 
.conversational tone, and numerous illustrations make it an 
;"^ideal workbook for low-ldvel students. 
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Office . Machines ; 

by, Iviarcella Hill, '1971 



^ ;kutgers, : Kilmer Campus ; , 

The dual purpose of this manual is to give students^ 
an oyerview of the variety of clerical positions which exist, 
and to provide them with an idea of the machine skills, 
knowledge Tandiattitude:s^^^.t^ will be expected of them for any 
given position 'in business. 'The book was designed for use 
■in: both individual and 'class projects. There are eleven 
■units,' covering the following topic si the VOffice Practice^' 
:clp.ss, typewriters, mimeographs, fluids duplicators, the flex-- 
iowriter,' photocopying machines, adding machines, calculating 
machines, bookkeeping machines, and the vaitious types of jqb 
titles. Lessons include objectives, instructional materials, 
•assignmerits and vocabulary lists. Each uni^ contains an 
achievement test and projects to; be carried put by the / 
students. 



Office Practice; [vlanners and/ Customs, Film 

Coronet Instructional r^'lateriais. No. 3221 ' 

Students may find this film a useful introduction to ^ 
office manners, and customs. . It portrays the . proper reception 
of visitors, telephone c curtesy, forms of address for co- 
:workers, taking break periods, and fitting into the office 
community. \ 



Office Practice! \ Your Attitude, Film 

,„_..„„._^__^-— — — . ., ^ ,,. 

. .Coronet Films, No. :3220 

Your atti-tude is showing--' ija your grooming, dress and 
posture . I t shows \ in the way :you speak and listen, by the 
questions: you ask, ^and' the way you use your own initiative. 
Different off ice workers reveal that attitude is a matter of 
getting along with people--your supervisors and co-workers — 
and vourself. 



Office Procedures 



Milady Publishing Corporation 



: Office Proced ures, is a completely illustrated textbook/ 
workbook in two parts. Part One — Basic Office Procedures, ; 
contains 1? chapters of information that all office education 
and secretarial education ma jG;rs should have. Included in^ 



Part One are such personal rdevelopnient/public relationsr/ 
oriented chapters asV The Off ice Worker, Developing an 
Effective Personality and Good Human Relations, Your Part on 
the Team, and The Future is Up To You. 

Part Tv/o--The Secretarial Specialist, contains six 
chapters of information especially designed for secretarial 
majors. Two important chapters in Part Two are: Public 
Relations and the Secretary, and Planning Business " Travel. 

Each chapter contains a behavioral learning objective 
for students and a listing of job-related vocabulary 'us4d 
in the chapter. Student projects are included, as well as 
questions for review and discussion. fj 



Reference -Manual for Office Personnel 
by House and Koebels, 1975 ■■ , - ■ 

! South-V/estern Publishing. Co. 

Although it /is designed for students who are preparing 
for office positions, this manual can 'continue to be of use 
to them after they have become stenographers, secretaries, 
or general 'office workers. Reference is made to such vital ^ 
topics as tips on typing, .letter placement, letter mecha[nics, 
tabulation, grammar, punctuation, spelling aids, and word 
division. 



Secretaries on the Spot 

by Fred S. Cook, Editor, I967 ; ' ' \ : Vv ■ 

The National Secretaries Association ■ ^ 

Secretaries on the Spot -^ contains a collection of some 
of the actual problems faced by secretaries and includes 
suggested solutions to each problem.. It serves as a useful 
resource when presenting the case method .approach to refining 
human relations skills and to analyzing and solving ••peo'ple ; ; 
caused" problems." . ■ \ 

Soc^re tary: A Normal Da y, Film . 

'.■;[' Coronet Films, No. 1?00 ^ ; . : 

This film portrays typical .secretarial responsibilities 
such as making: appointments, greeting visitors^ processing 
incomiHw^ mail, supervising files, organizing a business 
xrip, taking dictation and transcribing. The film emphasizes 
the personal qualities of self-d irec tion, tac t, willingness 
to learn, judgement and enthusiasm as those needed for 
becoming a good secretary . 



•standard Hkridbooki Xor Secretaries 
•by Lois I Hutch ins on : 

McGraw-Hill Book Co. 

This reference book may be used in any business class- . 
room. Since its resources are too numerous to totally list, 
examples of the topics covered are as follows: , 

a. capitalization and punctuation 

b. letters and letter writing 

c. postal information " 

d . legal papers 

;e. government lnforma4:ion . 
,: f . Abbreviations 

; This book's readability level is for ' senior high schooli 

Teachers may find this book an extremely valuable asset in 
answering questions for transcription. Sections of the book 
can -be *used in Shorthand and Typing: to give 'the students a^ 
wider range of business knowledge for a better saleable skills 
The book may also be placed in-the ■classroom as a reference 
source for students. 



Telephone Manners, SEE SECTION ON PERSONAL MANAGEMENT 



PHOTOGRAPHY 



Photography j- 
1969 

■ . . . ■ r '-'^ 

The University of Texas atAustin 

Photography is a study guide with unit tests. The ^7 
assignments (10 linits of study) "deal with the jiature of 
photography, tools and equipment, making photographs, 
developing and- printing, and. scope and limitation of photog- 
raphy. This study guide is based on Feininger> The Complete 
Photographer, I968, "Prentice -Hall; and McCoy, Practical 
Photography,' 2nd ed.., 1959* McKnight and McKnight. 



; REFRTGERA TION, AIR-CONDITIONING, AND HEATING 



Air Conditioning 

by Edwin Anderson, 19^9 

Theodore Audel and Co. * 

Air Conditioning was designed as an elementary text 
for those. who need to acquire practicel information on the 
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/; • ^'in-stallat io:n, operation ^and ^iseTviclng^^^^^^^^^ air ; c bndit ion 
eqjuipment in the home and in industry.' The material is ■ 
presented in^ a nontechnical manneir/ bi!it is complete enough 
to; enable the student to diagnose and] correct problems. The 
book is organized to provide a practibcl, understanding of 
the construction, operations and fundamentals necessary for 
the diagnosis of operating, faults in /an air conditioning 
system. The purpose and functioning/ of each operating 
component is covered as well as a description of refrigerants 
used in various applications. The book is divided into 
chapters, each of which contains illustrations, a :suTnmary and 
, roviev/ questions. Troubleshooting charts are provided to 
/assist' in the proper diagnosis and repair procedure to use : 
! v/hen needed. A glossary of i related! terms is also included.: 



3a s i c . Comfort Heat inp: 
by Chalmer Icmpter, I968 / 

Rutp;ers, .vlO Seminary Place / 

" ■ ■ ■ • I . . ■ • . . 

' The purpose of this book istto provide the student with 
the 'irif ormation necessary to understand the basic comfort 
heatd^ng portion of the sheet metal trade and: to supply__the . 
student v/ith practical experience' so that he can become 
familiar with the process of determining heat loss for aver- 
age strv^-cture?: : This text was written as a beginning bo ok "for 
vocational students, and. does not cover all' the information 
needed by the heating and air copditioning man. The students 
are presented with the basic pri,nc iples, and the opportunity 
to work out ' practical problems relevant to these basics|/ 



' Comme rcial and Industrial Refrigeration ' ,,:/ 

by'"v/esley C. Nelson, 195?^ j 

McGraw-Hill Book Co. • L.^. ' 

' ■■ ■ ■ ■ .r ^ " V ■■■■■ '7 ' 

A practical approach to ^^the study of refrigeration as 
applied \o commerical "and indu'strial fields. This 'book was 
designed for use in courses iri technical, trade and , other 
schools v/hich emphasize the prfac tical rather than theoretical 
side of refrigeration. It cari also be used as^ a supplement 
. to a theoretical course, to acquaint the student with the 
various types and functions of equipment and controls. Each, 
chapter has a large number ofj review que^stions v/hich test the 
'students knowledge of the important points. A lai'ge number 
of illustrations are included'. 



Gommerc ial Refrigeration v: .'^ '■^''■''-']'-//}'^%r-'K^^ 

■ by .Edwiri'';;P. ;:Anderspn. ;rV\'^: ' 

: ITT Educational Publishing 

, Starting with the fundam 
text ipresents: the most comprehensive coverage of commercial 
refrigeration to date* The book was written to assist the^ 
i student of commercial-refrigeration service and repairmen in 
the construction/- operation, and servic ing of modern 
■■refrigeration plants. The principles of refrigeration, numer- 
o'us : illustrations, and details of the vvarious: control devices 
willlmaterially aid the student or, apprentice in the diagnosis 
■and. remedy of any service complaint Hhat may develop.;; This 
■text also contains: review questions,:, charts, and ta^ 
Topic s of discussion include I i ;Fundamentals of ^^-^^ 
compressors; i compressor lubrication; systems;' comnierical ' : 
refrigeratiori princ iples; : brine systems; ice-makirig systems; 
cooling water requirements; commerc ial' applications; spec ial 
applications; control devices; electrical systems v; absorption 
!,systems; circulating .pumps; fans and blowers; refrigeration 
■piping; installation and "operation; heat .transfer; : load 
calculations; and refrigerants. A glossary of terms is pro- 
vided at the back of the text. 

Electricity in Refrigeration and Air Conditioning. Parts I 
and II 

by Kanil Paris, 1^73 



Rutgers, Kilmer Campus 

, . ■ ■ • • ■ " .^ ■.. ■ ■ ■ ' : ■ ' ■ ■■ ^ ' ■ 

The theory and practical know-how of ^'electricity and 
electrical components ;used with refrigeration arid : air 
conditioning systems constitutes the emphasis of this text. 

-.The book :is aimed at helping the student lobserve and solye 

i various problems that can prevail ;a.fte*r system :installat ion. 

' Topic s dealing with this areV: servic ing, repairing, maintain- 
ing: and trouble-shooting. Each lesson includes;;an :::Ob^ 
related information and assignments. Pictures ;and;Mia:grams 
are included to help illustrate the concepts. "The text is 
cjivided' into' nine units, arid ^each unit has an achieyement 
test to; evaluate the studenf s mastery of the material. 

Electricity in Refrigeration and Air Condition ing-II 
Students Manual, I968 



Rutgers, 10 Seminary Place 

■ ■■^■■■'■'■■■^^^^ Part II of this student manual is composed of 11 units,^, ; ,^ 

:::::,:■■;; ■ which have ■ the following title si Temperature and Pressure 

ERiC 



Cohtrbis, Time Controls, Solenoids, Safety Switches, Magnetic 
Starters, V/iring Circuits, Three; Phase V/iring, Electrical Tests, 
Terminal IdentificatiDn,-^^ T^^ Shooting andl; Instruments. 



Exploratory Courses Sta.tionarv Eng;ineering, Environmental 
Control, and Refrigeration , Student Manual, 1972 ^ ^^^^^ .-^^^^^^^^ 



Rutgers, Kilmer Campus 



. This 
studyi 1) 
and 3) ref 
into 11 un 
3) Basic T 
6) Feedwat 
Boiler Ope 

objective, 
shop and c 



study guide introduces the student to 3 S-^^as of : ' 
stationary engineering; 2) environmental contirol> v\ 
rigeration» The contents of the manual are divided 
its of studyr 1) Trade Information,; :;i2) Shop' SafetVi* 
ools, ^) Boilers, 5) Boiler Parts and Fittings, 
er! Accessories, ?) Combustion Accessories, 8): 
ratlin, 9) Ventilation, 10) Refrigeration, and 11): 
Is of Electricity •■Eaeh unit contains a lesson 

subject matter; information, reading references? 
lassroom procedures, and assignments. 



Home Ref fig;eration and Air Conditioning 
by Ed V/ in P.- Anderson / 

ITT Educational Publishing ; V ; 

Organized to provide the student with instruction cover- 
ing all phases of modern household mechanical refrigeration 
and air conditioning, the material in this book is carefully 
arranged to insure a sound understanding of modern elv^jctric 
and gas refrigeration units. ^The book covers spec ialized 
tools used in servicing re frige rat ion and air conditioning' '^^ 
equipment, plus trouble charts for diagnosis pf common ; ; 
problems. Topics of discussion includei fundamentals of 
refrigeration; refrigerants; compression system of refrigera- 
tion; absorption system of '^'refrigeration; compressors;; 
control devices, defrosting 'systems; operation and service; 
cabinet maintenance; installation; service tools; rbom< air ' 
conditioners; automobile air conditioners; motor control; and 
servic^inc^. ' 



In brodu cti on to Boiler Operation: A First-Year Text 
by V/illiam E. Green,: 1973 



Rutgers, Kilmer Campus 



The information in this manual will enable the beginning 
'student to gain a working knowledge of boiler room functions. ; 
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Topics dealt v/ith include i basic boiler Voomv-piping, ya*lves, : 
boiler parts and attachments, meters, gauges, water treatment 
fuels, land combustion. Units include assignments and ques- 
tions in each lesson area* , 



Oil- Burne rs - 
by Edwin IT^eld, 197^ ' 

Howard W, Sams and Co., Inc. 



■ i : / For those in^^&^ested xh oil burners, this book can be a 
useful aid in gaining an understanding and practical working,^ 
knov/ledp;e of the theory, construction, installation, opera- 
tion, testing, servicing and repair of; all types of oil 
burners, whether domestic or industrial. ; Much emphasis is 
placed on how the ignition system works, ; such as transformer 
action, high-voltage transportation' and the operational 
sequences of limit controls, thermostats and various relays... 
Several other topics, such as combustion chambers, drafts, 
chimneys, and fuel pumps, have ^ been covered to provide the 
maximum amount of information.: 'Steam and gravity hot-v/ater 
systems have also been included along with forced and gravity 
>//arm-air systems. Step-by-step detailed instructions are 
given for the new procedures, and trouble charts are included 
throughout the book to assist in diagnosis and' repair. 



Ref rig^erati on-'-l ahd 2 
by'kamil Fari^, 197^3 

- Rutgerjs-^ : Kilmer Campus 

; The biasic principles of refrigeration ar^ VtfTphasized ^ 
in this introduction :to: shop and related -refrigeration . 
practices^ The book is designed to teach, theory and tech-' 
nicalities to the student through related basic and shop 
practices. The book is divided into lessons. Each lesson 
h^s an o,bjec tive and relsited vinf orma-tion. . There are ;ass;ign- 
ments to give; the "student an opportunity to' evaluate his ^ 
knov/ledgev and " jobs" which ^ive^vt student practical ; 
experience with the material. .The course is actually^- 
divided into! tw'o books, but is intended asione course .of , 




SlL?.!?A. _A^-^ .^QP^ i't^Qf^i ' ^-^ C o n lj-ract ors; Manual fo r the 
Balancincr and A djustment of Air- Distribution Systems 

. Sheet Metal and Air Conditioning: Contractors' "* 
iNational Asboc iat ion, ' ' Inc / _ . 

This manual is part of a series of manuals designed Vb 
establish proper standards for the construction of, air 
distribution'' systems. ' The purpose of this manual is to ., • 
indicate the scope of -balancing and adjusting for which the 
; contractor Is responsible. Instruction is'provided on . the 

• prociedure to follow, met:'icds of reporting, instruments' that 
I may ibe. used and basic knoivledge necessary for competency. 
■ The methods and principles described in the manual will 
enable an air balancing technician to properly balance any 
system. \^ 



& SAFETY : • 

^ ■ ■ ,■ ■ ■ , • i ■. ' 

Safe Livin p; 
by Hc?rold T. Glenn ■ 

Bennett Books, 1975 

This text provides classroom instruction in safety. . , 
Chapter topics includes Why,V/e Study Safety, At School, At . 
Home, On Vacation, On the Job, In Agriculture, Training for 
Emerr-^ncies — First Aid, Fire, Storms, You're a Pedestrian, 
, So You Want to Drive: A fr^e teacher Vs guide is included 
with the text. ; i 



Safety Practices :rnd Procedures in School Shops : 

Rut£r:ers, Kilmer Campus 

■ A basic safety- text. This book can be used as a class- 
room group text or as an individual r'eference. The book 
presents the material in ^2 topics. The topics range from 
safety squads to individual pieces of safety equipment. 

y_ps_ and Down st. The B a slTo^Fr in c iples of , Ladder Safet y 
by i Joseph. Gliem, 1Q72'' ' ' . ^ ■ . ■ ■ r : ~ 

Ohio State University. ' : ' ; • i : 

' -Agricultural- Educational C urric uT urn "Mate ra^ Se'rvice 

' ; Designed as a reference: :for use in :high: school vocation- 
al agricultural classes, this"-;text can help students select 



arud -use. ladder^ safely a^^d learr^^^^^ to prevent^iniury . i The ; 
N^fSs^Ajal- provides 'Stu(leht;-^o^b ^^enemJninforma 

'lad^-^rr^.parts/-. use', ^posiAidninfv and mai^ anil ^ a ladder v 

safety ;testv. 2,ne id e*. con tains:- many/j3hotographs/ :d ^ n rrams' ' 
and dvaviinr^-' r':: y ■: ;■ 

:® SALES.'- 

• Basic Salesmanship ^^ . ' ; ^• 

by John. Srhe-nt, 3969': - 

McGraw-Hill Book Co*-, ■ 

In order 'tC' -equip students with . the basic skills needed 
..,^"in a selling job, thin text-workbook provides-an intensive , 
traihinp; course to be covered over a short period, of tirne-. 

■ ' Bas i c Sell inff:' r ; ' rJ'^ : \\'\ '^■■[^■^ 

Instructional ■..^^^te^ialS;;,Laboratdry,■ i;^' ■■■■ ■ v'i. ■ 

^ The; University I of: Texas at Austin V : ; V : , " : 
' , Division of Extension; : ;i : ■ 

:-5ducational: Department' : ' ' 

^ 3asic 'S ellinP', is a teachers'- manual on sales attitudes 
and techniques. It comes complete with a good set of visual 
aids designed for reproduction or for use with an overhead 
projector. ' 

. The organ location, of this manua.L_.with its visual aids 

■ lends itself to an excellent mini-course potentially valua-ble 
,to any ./cooperative program. \ 

' Careers InSales, Film ' ; 

Pathescope Educational Films, ; Inc. 

, . - 'This -film de^monstrates the vast variety and scope of 
careers in sales,: recounting the role of salesmen in ;Our 
histor^'T^, and assessing the prestige -'of sales in today • s worldo 
According -^to the : film,- "the chai^acter and qug:lities of the 
qld Yankpe peddler" still make the- rood" salesman. Discussions 
'•of desirable personality traits and' o-f the opportunities, 
.■'ChallerL^^'*es -and reward s of sal^s careers are included. In 
^ : inteVvif.'v/s ;v/ith a retired sales manager, a spokeswoman for 
- . J Avon,' arxi^ the 6wner of a ne ighborhood' store — the : film 
'^ jpoints up th.e, tradition of. --independence and perseveranae, - 
r~ >and tne" ao^ns/tan : 
In Part Tv/o sales career opportunities, satisfactions, 
challe;ri"ge-S" :and": types' of : v/ork involved are: covered ;i;in 



inte'rviev/s with people w'lo sell products, , concepts and ideas, 
and .services • . Those interviev/ed include an artif^t v;ho is 
'alsc%;a rnanufacturer's representative , 'a music ian who is also 
nlana^;er .: of a rnusic instrument store ,, a regional sales manager, 

■•'an a.dvertising space sal^esman v/ith a magazine,, an insurance 
ancr- securities salesman, and an account ■ executive with a 
,^raphic arts company., These interviews suggifest some v;ays of 
entering this f ibid ; outline qualificatio'nrj, skills and 
knowledge needed; tand stresfe sales as. a career of freedom, 

('creativity and, otv^Viztuni tv 

r lo^is try Me h3 n d4si ng^, and" Services 

19 5^^ "'^^ ' '"^ ■ ■ ■ • 

The University of Texas at Austin' 

Desi^n*id for the retail fLp^st^ t text 
covers all ?.spects of .buying, selling, merchjind ising, display, 
services , care of flov;ers ; and planxs, designing, constructing 
arrangements, and preparation :of customer ;orders. The book 

,na3 -'3 iassignments \and ; is 96 pages in.;length. : - 




. The; -University of Texas at Austin 

Furnitur e for the Home is a new, individualized 
instruction manual for s^tudonts training in home furnish- 
inf;!: sales- 12 ass isgnmehts cover sales and product -infor- 
mation' on studying and ;clr- ^^.sify ing furniture; woods used in - 
furniture; metals, pla"^t " .s, and other materials used in 
furniture; uplxolstery fabrics, pa,dd^invg,- and , filling ' , . 
materials\; c onstruct ion; 'embellishments ^and -finishes; 
.. furn,i:fure styles' and', periods; ide^itifying 'individual 
furniture- j Items and .their uses; beddinwg; learning why 
customers buy; and helping customers. An 'illustrated 
-viossary is included for clarification of f urni ture ternjSo j • 

This ma:nMal 23 well allustrated, and can help^prepare 
the be.e.innin.^ sales trainee ; for his role in the- marketplace". 

Getting Merchandise Ready for Sale; '"^ RecG^i vin g, C heckin:^; 

and . -Markinp: . ■ " , . , 

ov Carol- f*ioffett, i960 , ^ ^ : 

McGraw-Hill Book ; Co. ' ' ' ^ ] 

This text-work hook is desiwgned to prepare students tor,' ,: 
en^try-■level:^ i obs as clerks ;^in': rece'iving Srooms and. ware-;, • 
houses. The contents include the followior topics:. V/hat ' 
This' 5ook ,Moa'ns to You, V/her^.*. ■'he Business of Retailing,. ■ 



Starts, V/hat Follows the. Purchase Order, The Receiving Record, 
V/hy the Bother About "Records, See for Yourself, Planning" Store 
Visits, Receiving Merchandise, Equipment for Moving Merchan-- 
dise,- SafetVp Receiving in Action, Checking Merchandise, 
Checking in Action,, [vlarkihg Merchandise, -Marking in Action, 
-/our Future * in. Retailing, Applying -f or a Job, The Job Inter-- 
viev/. Receiving RCM, and Here's ^/ou! 

Househ old ADpliances and Radio-TV Selling and Servicing; 
by V/illiam Fleuellen, Jr. , I966 / 

/Small Business Administration ' ' . 

Designed as a rd^source material, this pamphlet is 
intended -for use on a secondary level. The contents includei 
household appliances, radio-TV, selling, servicing and a 
bibliography. 



Know Yo.ur Merchandise . . , 

by Wingarte, Gillespie, and Addison, 196^ 

s .': . ■ ■ ■ ■■■■ 

Gr'^gg Publishing Co. 

• ■ I ^ . , ;■ ■ ' : ■ ' ■ 

[ . This thorough revision 'of a v/idely used textbook on . 
merchandise information is composed of tv/o main divisions! 
.Part I J Textiles, and Part II 1 . Non-Textiles. " The^ intro- > 
ductory chapter discusses^ the importance .of merchanciise 
information .to the sales-person and to the consumer, givi;ig 
the reader the various o^cepts' involved in^buying practices. - 

My Firs t J obt Department Store Cler k, Film 

:.vGoronet Films, No.' 3^48- ; ' ■ 

In this film, ''a young clerk in a department store t^'^lls 
about the opportunities for. sales of a wide range of products. 
He describes different ways to learn behind-the-scenes- aspec ts 
of- the ;::etail bu-siness and cites techniques that can promote 
good customer relations. 



My stery, of S e lling, to V/pmen * „ ^ ; , ^ , 

by';Elizabeth' -Toth- " - - ' ■ ' 

'■■V'^'^; :|:0'hro.vS'tat^ : 
■■^■:y:'-y/ \pJrie:.ADi strifes 

Cons triic ted - t^ 

:and V^iself - ins true t i on, this manual of sale smansh i p empha 3 i ze s 
the techniques u^ed - for selling to women. The many self- 
'deve'lopment materials contained in the ^ guide can be .useful : to, 
supervisors and executives as well as tov salespeople. The 1 



cr":ir30 oii&T^ sufrfrestinm^ tor trfe 'ijpplication of modern tech.: 
nlqijer:: of rnot ivat i on :C ornrn;;n ica-t ion , and human engineering to 
retaij! s^^llinf^. R-'e] . t(.*d. rna ter ialF: oh sales, me thods' are 
^■ppen^ier] aionir v/ith a gloss^^.ry of*te;rms and ^ -biblibrraphyt. 

•Pr inciple.^ of^ Pe r sonal Selling . . , 

• ^ ITT Educational Publishin/:;:: • 

This text iF:"a' sales training manual for junior 
executivn trainees. It provide^ role playing situations to 
speed' the , learning of the best selling procedures. The book 
alrio defines the' roles of the salesperson and discusses /• 
pf:-r:.-onal sell ing in fa^shion distribution. The contents ; 
incl-ude: retail sales; sale^smanship; . salespeople; job cate- 
gories; salespeople charac ter istic s ;,,;::Customer psy;"''hology ; : / 
retail rre rc hand i sing knowledge; customer relationi:jhips; sale/s; 
...presentations and approaches; ■ review ;ig_,ues tions and student / 
activities. ' ' " • /' '. 

.•■'■■/. 

■«•"■■ 

Retail S alesmanship! A Programmed Text • . ' , / 

by f7 E. Hartsler, 1970 ' i ^ 

. ivlc3rav.'-Ki 11" 3ook Coi " / . 

■ The basic , skills needed in retail sales constitutes the 
iiain topic of this text- workbook . InBtructi^on is'proyided. in 
the .esrs-entral features of a sales presentation. • The Vbonter t.<'-; 

.includes selling, buying :motives and. selling benefits^ the. 

>^ales presentation J suggestion selling, and selling bigv;;^.- 
tir ket i terns. 

Selen r-^^; and • Buyi ng Merc hand ise ** 

by v-v//:----;-! and ' P;.,'..'.mer, 1975 : 

outh- v/estern Publishing Co. • : 

■ ^^e] c cti ng and .^Buying Me rchandise . consists ol six 
sec ti ons of textu": ^md illustrative material and six sec-, „. , 
tions of br*ojectn' ih.i^. ai- .■ d irectly . related to the content 
of^=the textual materialo ' The text and projects are drawn ^. 
^ro*m: a. variety of retail .-stores with differing sizes. and 
rgani-za tional structures This book presents: the. funda-i ;. 
..'nen.tal principles of buying'consumer goods for resale;,.iand r-' : 
provid:es meaningful project no tivlt ies ^ for the application =^ 
cf tl'.c^FO prlncipiof:. - ' " ' , • =: 



, Selling Fashion Apparel; ■ SEE FA SH T C N 
17B' 



SMALj ''iSINSSS IvlANAGEI/lENT - 



Sm^ ' Pusiness Manag:eiTient ' 
b*-* '.liiam Hailes> I965 

Delmar Publishers ' ; 

■ : V , Sm all Business Managemen t presents units of information 
^necessary for the successful operation of an, individually , 
'owned small- business. Fifteen work units are presented which 
^relate to- success In business ownership. Each unit contains : 
■a series' of ^topics and activities suitable; for, t classroom.; 
The terminology is intentionally simplif ied and emphasis , is 
placed on the practical rather than the theoretical aspects 
of the information presented. ; A glossary of essential .terms.:: 
is provided. -Fictitious case problems oased : on true situa- ^ . 
tions, and illustrative examples are jused; where appropriate. , 
A V 'summary and topic quiz is provided if or each topic, and 
fifteen .major unit tests are also available. This book can 
serve not; only as a textbook,: but- as^ a reference manual to aid 
■in the start of a small business. / 

Starting smd Managing a Successful Business , Part I: and II, 

.^ilm:: ■ ■ ■ 

Bureau of Audio-Visual Instruction 
.-University Extension 
University of Wisconsin 

This film tells the story of; the growth of 2 successful 
small businesses. -The men who have started the /businesses are 
;'first interviewed. A professor of ; business and a representa- 
^ tive of an investment firm interpret [the various ; stages of 
business growthi and comr^nt ;on why' these businesses i , ^ 
were successful. ; A panel ! of businessmen; th the:, 
'general principles of isuccessful bus iiiess management at. .ther, 
Cili)se of the films. 

SMALL ENGINE REPAIR AND MAIliTENAN CE ' , " 

Outboard 'Mo-bors" and Small Engjn&s, SEE MARINE OCCUPATIONS ." 



Small Gas Engines '. - , 

by Alfred C. Roth and Ronald J. Baird, 1975 

Goodheart-V/illcox • ij22^--' r 

' This book was designed for use by students; and appren- 
ticesi:;: The purpose of the text is to provide tesic 



.instruction in ' T un.darnentalsi' operating principles, and trouble 

ishooting on small 7. and "h cycle \r;aFi engines such as are used^ : 

pn.:rnov/ers, ou'^boards, chain saws, a::nd snowmobile^s:. The book ^ 
contains many;- illustrations; and is v/ritten in non-technical 
language. It pdvers 2 and 4 cycle 'engines, ro.tary engines, 
'fuel systems, carburetlon, lubrication, tune-up, and engine 
perf ormance • ' Information on career opportunities,; is included,, 
along v/ith a reference section and. a dicticnary oif terms* 



Small Gasoline 'Engine Repair 

• ■ ■ University of Texas at Austin . ' ' ^ , 

. This manual is a, study guide with unit tests. The 53 
assignments (1^ units of study) deal with fundamentals of : 
internal combustion engines, shop safety, hand tools,: types • 
of engines, lubrication, cooling, ignition and fuel systems 
servicing, troubleshooting, and maintenance of ; small gasoline 
engines. References are Audels. Gas : ^ni°:ine Manual , ^^1963, - 
Hov/ard V/o Sams; Purvis, A:ll About Small Gas ; Engines , 3d. ed . , 
1963^ ^ Go.odh.eart--V/illcox; Sma:ll Engines Service: Manual , 7th 
edi, IQo^f,/ Technical Publications; and Stephenson, Small : 
Ga 50 line Engines , 196^, Delmar. 

V/AREHG-.'SJNG : 



G ivl^ ; >- >: v lixar: Passbook x: V/are houseman , 
by . JacV 'cadman i , 

■ National Learni ag Corp. 

Rudma.n * s book contains past c ivil service exam questions 
and answers for warehousemen. 



Effective War': housing 
by J. A. Burton, 197^ 

International Publications Service. 

: Ef f ec tive V/ar^jhousing is a survey' of the whole field of 
v/are housing, and the .manap'oment of rnaterials. It includes, rnan- 
■resource management a. ^pects of; warehousing. 

Getting Merc ha ndise^ Ready for :; Sale:r ; Receiving, iCheckinc;!; and . ' . 
- Marking , SEE-SALES--. - ; \ : 
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Modern Warehouse Manag;eTnent | 
by Creed Jenkins, 

: McGraw-Hill Book. Co* 

.The re sponsibiLiti^es, functions, techniques.and tools 
oX modern warehousing are ^presented in this text» -The book 
Is divided into i chapters c overing the following topicsi The 
Role of V/arehousing in Business; V/arehouse Evaluation and 
Requirements; Warehouse, Construction and Finance; Warehouse 
Layout; Effibienti' Operations; Equipment Evaluation, Equipment 
Selectioin and Maihtenace; Transportation; Accountability and 
Basic ^Warehousing; Procedures; Cost and;: Administrative Controls; 
Data Processing in Warehousing; and Safety* 



My First Jobi Stock Clerk: , ,Film 
* : • Coronet Films, No. 3^39 

This film protrays the duties of a stock clerk by using 
"Dou^" as an example of a; stock employee . ; Doug's. entry job ' 
duties in an electrtpnic high fidelity equipment store include 
receiyirife items from the : wholesaler;! marking, price ^ tagging, 
and storing them; replacing . stock in the store and inventory 
updating. ^-'^ 

Stockkeeping; \ ' 

,19^^"^ I ^ 

The University of Texas at Austin 

■Information: for stiidents on \stdckkeeping, its : functions,; 
arid; ■:ow iit relates to the basic merchandising :and distribution 
picture iis provided in: this basic manual f or every^ DE student- 
trairiee. It contains 22 assignments, and is. 1^5 pages^^.i 
lene;th. . / 



W arehouse :^Manag;£i: m?^nt 
by John Warman, 1971 



International Publications' Service 



■ • ; The foil owing aspects of warehouse ; functioning and 
management ar covered in this bpokx^ siding and construction, 
building, care- of premises, planning, ; supervirrit>rv, ^-^ycids 
movement and reception of good s^,' equipment, r,mc//jei J; ...o hand- 
ling, mechanization, racking, work; measurements, rstock| 
-i!^ant-rol--anil-^-toek--ta:M-ng>--^^ -and- -personnel 
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V/arehousing 



The University of Texas at Austin 

Intended for students training in any warehouse 
operation, this book covers all aspects of materials handling, 
-storage, receiving, shipping, control,* security and safety. 
A V/arehousing Answer Book is also available. 

V/OODV/ORKTNG AND FUKr^ITURE MAKING 



Bench V/oodv/ork 
by John L. Feirer 

' ■ ' ' . ' ■ '. 

'■. :, Bennett Books- ' : 

Be nch V/oodwork ,q:ives a complete ,c overage of the basics 
of woodworking plus a good introduction to industry and its 
related concepts. The, importance of project planning and 
completion, hand skills, and; safety are given recurrent stress 
throughout this easy- to-understand text. Respect for tools 
and wood in its many forms is encouraged with new units on 
power tools, -mass production, buying wood products and buying 
t6ols and machines. Attention is also; given to safety, 
consumer values and careers. There are ever 500 photos, 
drawings and charts in this 255 page book, "as well as 2-color 
printing, and 65 projects. 

Ben c h Wood Student Guide is coordinated with the text to 
reinforce learning. Questions are objective in design, which 
faciiitates -ease of completion a:nd checking. The guide is . 
62 pages in length. . 

Cabinetmaker 

197^ " ~ ' ■ ■ , ,. 

University of Texas at Austin 

This manual presents a complete study of cabinetmakinf;, 
including careers, materials, tools> saf e;ty, shop, math, 

j oints , furniture 'and cabinet construction,, and a 'glossary. 

Twenty-four :assignments are : based on the i^ef erence Tools' for 
V/ 0 0 d wo r k i n T r ad e s , the. University of Texas at Austin, 1972 • 

Furniture i'Finishing 
19^ ~ 



University of 'Texas at Austin 

: Furniture Finishing; -is a study guide with unit tests*! 
There are 5I assignments (I3 units of study) based on ^ 



references: Nev/ell and Holtrop, GolorinrT;^ Finishing; and 
Paintinp : V/ood , I96I, Ghas. A. Bennett; Marsh, The Eas y Expert 
in Colir : tinig; a n d Rest ori nfc American Antiques , 19 59 # J • B. 
-Lippincott; Scharff, Complete Boo_k of V/ood Finishing , 195^, 
::McGraw-Hill; and Soderberg, Finishing Materials and Methods , 
:|1.952,. McKnight and ,McK.jnigFft, " * ^ 

■ Furniture Repairman and Upholsterer 

University of Texas at Austin 

Furniture Repairman and Upholsterer is a study guide 
with unit tests. There are ^4-8 assignments (1^ units of study) 
dealing with careers in the furniture repair industry, ^safety, 
tools and machines, furniture frames, replacement of parts, 
regluing j oints, removal' of old finishes, refinishing, fabrics 
and' construction materials for upholstering. 



Modern V/oodworking; 
by Willis H. V/agner, : 197^ ■ / ' : : ' * : : ' 

G::odheart-V/illcox Go., ilnc- ' ' * : 

Up-to-date information about wood and wood products, and 
instruction in the use of hand and power tools is presented 
in this text. Exploratory experiences are provided to give 
■students ^insight into major areas of wood working, including 
furniture' and cabinetwork, laminating and bending wood, wood • 
^finishing, upholstery and plastic laminates, patternmaking, 
^carpentry, • and boat building. A spec ial- full-color ~ sec tion is 
included which shows the typical color and grain character- 
istics' of 71 different woods. The book was designed ' for 
senior high school, vocational high, college and adult use. 



Upholste rinjg; ; : ■ ' ' - 

by James E. Brumbaugh - 

Howard V/. -Sams and,.Go., Inc. : 

. ' Upholsterihr; discussen the techniques of modern uphol- 
stering, and includes up— to-date , technical and practical ; 
inf orma tionv on the- sub ject. The text covers the mechanical 
skills of. upholstering and recovering and presents' an intro- 
duction for' an appreciation of design, furnishing cosmetics, 
and furniture decor. 



V/ood Finishing; ; | 

by Harry R. iJeffrey 1 ■ 

: • ' j ■ . , ■ , ' 

Bennett Books ■ j - 

This is a concise hand-book on the processes, methods, 
.and materials needed in ; preparing and f inishing bid and' new 
woods . Fqr quick techniques / A chaj^ter is included ^entitled 
p'^If you are . in; a hurry. |The book also shows the ; rewarding; : 
: processes available to those "^who are not in a hurry arid want ; . - 
to w;prk with v^ood as an art and a craft. The contents include: 
preparing the wood for finishing, staining, ^fillers and sealers 
finishing materials, varnishing, lacquers, wax .polishing, oil 
polishing, french polishing, penetrating wood firii 
enameling and glazing, reiCinishing old furniture, special^ 
treatments of woods, speciial problems in finishing arid/ 
decorative finishes. ; 

■ ' i ■/■ 

Wood Furniture : Finishing:, Ref inishing. Repairing 
by James E. Brumbaugh j 

Howard W. Sams and; Co., Inc.\ ^ 

The basic technical information needed .for complete 
wood finishing is presented in this book. It includes the 
fundamentals of furniture repa'r, both veneer and solid ; 
:V;oo'd, -and; complete refinishing procedures, which involve \ ; 
:stripping the old finish, ' sanding, selecting the.: finish, and 
using -wood fillers. Complete step-by-step procedures: for- 
;antiquirig, painting,, staining, flpcking, ; inlay patterns; and / 
gold- and silver-leaf finishing are . included. Various woods, 
along with actual grain photos, are discussed as to their 
icharac teristics and their reactions to various finishes. 

. vVoodworkinp: for Industry 
by John Feirer ■ 

Bennett Books I 

This book provides an introduction to the field of 
woodworking. It covers build?ng construction as well as /' 
cabine tmaking. Technological developments in- products, 
tools and "^building te-chniques: are also discussed. The book 
is written in direct,! simple language . 
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: :paft thr^e > 
RESOURCES 

There are -.two kinds of information included . in Part 
V-'^Three : addresses of publishers; and film distributprs and 
; ,i sources of \ additional resource: materials. . The addresses are 
alphabet! zed by company- Th6 listing of additional resource 
L imaterials should greatly aid 'the resouTrcefuI teacher in 
: ^ locating information no'; included in this guid$> 

; ■ | publisl9ers and film distributorg 

A,b us Marine: Publications^ Division 
Interteo Publishing Gi^rpbration 
lo'l^ Wyundotte St. 
Kansas City, Missouri 6^105 

Acoustif one Corporation . ; ^ 

I Chatsworth, California 

"Aldine Publishing Co. 
529 South Wabash Avenue 
Chicago, Illinois 60605 

Allyn and Bacon, Inc. 
^^70 Atlantic Ac . ' 
: .; Boston, Massachusetts 02210 

^^.:Americani Beauty Career Service 
' 'Salt Lake^ City, Utah ; 

;. American Society for; Oceanography 
ASO Information Kit 
■ 173c M St., Northwest, Suite 4l2L..^^^^ 
i: i ; ; .Washington, D. C. 200 36 a ^ - 

American Te^ - ^r^i. Society 
848 East 58ti- " ^ ^et ' 
• Chicago, Illinois 60637 ^ V; 

Arc 0 Publishing Ca«,, Inc.. v 

.219 Park Avenue South 
New York, New York 1000 3: 

Argus Communications : i - 
3505 North lAshland Avenue . i = 

; ii; Chic ago, Illinois 60657 I . ^ . < ; 

Association-Sterling Films . . 

600 Grand Avenue 
Ridgefield, New Jersey 07657 



Bennett Books 

Chas^,. A. Bennett'Go., Inc* 

809 v/est Detweiller Drive 

Peoria, Illinois 6l6l4 ;/ 

: Bobbs-Merrill Co. , Inc. 
i 4300 West ,62nd Street ^ 
Incjianapol is, Indiana 46268 

Bowtnar Publishing Co. 

622 Rod ier Drive: - 

Glendale, California 91201 

Brooks/Cole Publishing Co. 

10 Davis Drive;: 

Belmont, California 9^002 

Bureau of Audio-Visual Instruction 

University Extension 

University of V/isconsin 

1327 University Avenue. 

P. 0. Box; 2083 

Madison, Wisconsin 53701 

' Bureau of Occupational and Adult Education ' 
Office of Education 
Washington^ t). C. 

: Cahners Career; Education'^^Series 
Cahners Books 1 
; ; 89iFranklin Streef 
V Boston, Massachus^^e 

' California State College 
Fullerton, California: 

• Calif orriia estate Department of Education 
Bureau of; Publishers 
; 721; Capitol Mall : : ^ 
■ Sacramento, California 9581^ 

California State Department, of Education 
Business Service Section ' " 

Textbooks Publication Sales 
: 721 :Capitol^ Mall , 

Sacramento, ; Calif ornia 9581^ \ 

. / California State 1: Joint Apprenticeship ' Cbrnmittee 

Bureau of Industrial Education . ' : iN. ' 
, 721 Capitol Mall ' i 

.-.:..-Sacramervto-,.-Cal-i-fo-r-n-i-a- 95814 
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ERIC 



Cardinal Laboratories, Inc. - . ^ 

96^9 Rush Street - * 

South Elmonte, California 

Career Discovery Education Program 
Scholastic Book Services 
904 Sylvan Avenue 

Englewbod Cliff Syj New Jersey 07632 

Career; Sy sterns 

37 5P Monroe Avenue 

Rochester, New York l460 3 

Cebcb Standa:rd Publishing 
P. Box: 31138 
Cincinnati, Ohio 45231 

Changing Times Education Service 
1729 H Street, Northwest 
V^ashington, D. C. :?.0006 . 

Charles A. Bennett Co., Inc. 
.809 V/est- De'tweiller Dri\^ 
Peoria, Illinois 61614 

'Charles'iC. Thomas " 
30I- 32.7 East Lawrence Avenue ■ ; 
;;Springfield, Illinois 627 

Charles Er Meir 

1300 i Alum Creek ; Drive :i ; 

ColAambus, :Ohlo 

;■ C orinecticut Curriculum Committee f orr Blueprint 
Reading for the Building Trades 
State Education Department ; 
Hartford, Connecticut 

C ontinuing Education Publica-tions 
, Extension . Annex : ' ; ' ' \ 

n:or^?^r^^ 

I C o ope r a t i v e^^^^Td^uc a t i 0 n Association. 
i.Drexel :Uniyersity\.^ - > : 

; Phila;delphia, ; Pennsj^^^^ I9IO9 

Coronet Instruct ionaJL Med ia (Coronet 
65 East South, Water Street 
Chicago, Illinois 6060I ^\ > , 

Counc il Bluffs Community School 
Council Bluf f s^ ; Iowa 1^ 



Films) 



C ounselor i Films, line . 
Career Futures,: Inc. 
2100 Locust Street , 
Philadelphia/; Pennsy I9IO3 

Cube Corporation -* 
;i l7905:;Sky Park; Circle: 
i: Irvine; California 9270? 

-Current Affairs ^ - . . 

2^ Dahbury Road ' " 

iConneqticut 06897 , 

^Curriculum Coordinating Unit 
iP. 0. :Box DX 

iState College, Mississippi 39762 

■ Curriculum Innovations, ' Inc. 
•- Publications, and Subscription Offices 
• 501 Ls-ke Forest Avenue 
! High wood, Illinois 600^0 

: Delmar / • - ' 

: Vocational/^Technical and Industrial Education. 
' 50 Coolf 'Road 
Albany, New York 12205 

Digital Equipment Corp. 
i i Software Distribution Center 
: -Building. 1-2 : 
;;1^6 Main Street 
Maynard, Massachusetts 0175^ 

D istributive Educational Departme nt 
Division of "Extension 
The University of Texa^ at Austin 
Austin, Texas 

: The Dorsey Press, Inc . 
; 1818 Ridge Road . 
i Home wood, Illinois 60^30 

Drexel University 

f Cooperative Education Assoc iation) 
..r. ; Stewart: Collins 
i:;xecutive Secretary 
Philadelphia, Pennsylvania 

ERIC Clearinghouse on Vocational and Technical Education 
iThe Ohio State University 
-Columbus, Ohio 
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^EiRIC^Clearinghouse :;(3^thesda) 
:ERIC; Processing and Reference Facility 

■ 4833! Rugby Avenue ' 

■ Bethi^sda, : Maryland 

: Educational Design/ I^c, 
47 West :^Street^^ Street 
New York, New YorKlOOll 

Educational Dimensions Coj^p, 
Box 488 

Great Neck, New York 11022 

Educational Progress Gorp, 
4900 South Lewis Avenue 
Tulsa, Oklahoma 741^5 

Educational Technology Publications 

140 Sylvan Avenue ; 

Englewood Cliffs, New Jersey 07632 

Educators Assistance Institute 

Subsidiary of Systems Development Corporation 

2500 Colorado Avenue 

Santa Monica, California 90^06 

;Fawcett Publications* Inc » ... - 

1515 Broadway 

New York, New .York IOO36 

Fearon Publishers ... 

6 Davis Drive 

Belmont, ; Calif ornia 9^002 

■Follett Publishing Company 

...1010 - We st V/asbi^ 
Chicago, Illinois 600O7 . 

Ford Motor Co. 

Film Library 

The American Road 

Dearborn, Michigan ^8121 

General Learning Corp* r.- 
250 James: Street 
Morristowh, New Jersey 07960 

General Mills, ;Inc» 
c)200 Film Center ■ 

xFosti; Office Box 1113 " 
Minneapolis, ■Minnesota 55^40 
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EKLC 



:^Georgia : state Department !^ 

iOff ice; of Instructional : SeCT ■ : ' 

State Office Building' : 

Atlanta, Georgia: 30.33^ '" -^ 

•The: Gopdheart-V/illcox Co. , Inc# 

123 West Taft Drive 

South Holland, Illinois 6,0^73 

Gr^egg Division * 
McGraw Hill Book Co. 
1221 Avenue of the Americas 
New'York, New York IQO36 



Guidance • Associates ; 
^-1 Washington Avenue 
Pleasantyille, New York' 10570 

. H. C . ; Johnson Press, Inc . 
Vocational Education Division 
P. 0. 3ox:;5566: 
2801 Eastrock Drive 
Rockford, Jliihois 61125 

Harcourt Brace Jovanovich, Inc. 
757 Third Avenue 
, New .York, New York 10017 , 

Hayden Book Co., Inc. , 
Career Inst itute- 
50 Essex Street 
Rochelle Park 
New Jersey 07662 

Hoffman Occupational Learning Systems 
^4^3 ArdenDriye 

"E 1 "Monte , 'Calilf ornia^^ V " ■ " " 

Holt, Rinehart, and Winston^ Inc. 

383 Madison Avenue 

New York, New York 10017 

Houghton Mifflin Co. 
2 Park Street 

Boston, Massachusetts 02107 

Household Finance Corporation 
Prudential Plaza: 
Chicago, Illinois 606OI 

Howard W. Sams and Co., Inc. 

ITT Educational Publishing' 
^300 West ;62nd Street;,,: 
Indianapolis, Indiana 46206 



EKLC 
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.The^Human0l'Soaie,ty ..of,-th.e,> United:, States ,., v 

Jl604:Ki Street, Northwest : • ; . r 

Washini^ton; ;D. C . 20006 

'. ■ ■'■;M':' ' \ '''"''"^ . • 

■■IRS ' . 

Federal Office Building 
31 Hopkins Plaza 
Baltimore, Maryland 21201 

ITT Educational Publishing ' 
4300 V/est 62nd Street; 
Indianapolis, Indiana 46206 

Illinois Board of Vocational Education and Rehabili^:ation 
Marc ia. Donini 

Material Resource Center . . - ' . 

'100 North First Street 

Alzina Building 
'Springfield, Illinois 62706 

Illinois State Department of Education 
Division of Vocational and Technical Education 
I035 Outer Park Drive ^ i 

Springfield, Illinois 62706 

Indiana University 
IVocational Education Program Area 

^School of Education ' 
Bloomington, Indiana 47401 

Indiana University Press 
loth and ; Morton Street 
Bloomingto'n, -Indiana, 47401 

Institutions-Volume Feeding Magazine ' 

Ca:hners Books i 
89 Franklin Street 
Boston,. Massachusetts 02110 

International Publications; Service 
114 East 3?nd Street , 

New York, "^v, York IOOI6 ' 

:The Interstate Printers and Publishers, Inc. 
19.-27 North Jackson Street 
Danville, Illinois 6I832 

J. .'3. Lippincott Co. 
East V/ashlngton: Square L 
Philadelphia, Pennsylvania 19105 

J. G. Ferguson Publishing Co, ; 
Chica^fcoi Illinois 



; ■ ; ; J ob P o rp s ..p.c c upa t i ona.1 Tra in ing Program- ' 

Uvi 'SiV; Department ryof Labo ' ^ ; ■ 

; - Manpower Administration- : 
: : 601 ;D: Strebt, iJprthwes 
.-■:V/ashington;| D. C. 20213 

'Kentucky St Department of Education 
. ; Frankfurt,; Kentucky - 

-Kentucky University 
: Department pf Vocational Education 
Lexington, Kentucky 

Keystone^ Publications 
1650 Broadway 
New York, New York IOOI9 

Kung, Inc.^ 

207-209 East Patapsco Avenue 
Baltimore, Maryland 21225 ; 

Learn Fast System, Inc. 
R.vD. No. i 2, Box ^29 . • X 

,Yardville> New Jersey 08620 

/Leiarning Trends 
Globe Book Co., Inc. 
175, Fifth Avenue 
' N.ew York, New York 

::Lenape;rTechnical School 
2215 iChaplain Street 
Ford iCity, Pennsylvania 

Library Filmstrip Center 
3033 'Aloma Street . ^ 
Wichita, Kansas 672II 

Love Publishing Co. ; 
6635 East Villanova Place 
Denver; Colorado 80222 

MIT Press. 
28 Carleton Street 
Cambridge, Massachusetts 02142 

Mafex Associate,s, Inc. 
Ill Barron Avenue - 
Johnstov/n, Pennsylvania I5906 

Maine : Department of Education- and Cultural S 
Augusta, Maine 0^330 ' ■ 
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-Maryland Departrnen t o 
■Division of Labor: and Industry: 
;:203 Easti^RaltiTTiorefS'treet 
■ Baltimore ^Maryland^^^: 

Maryland State Department of Education 
State Media Service Center 
, P.. 0. Box 8717 

Friendship International Airport 
Baltimore, Maryland 212^0 

McGraw-rtill :Book Co. 
/Order Services 
Princeton Road 

Highstown, New Jersey 08520 i- 

McKnight and Mc Knight 
. Bloomingtoh, Illinois 

Michigan Department of Education 
Central Michigan University 
Mt.: Pleasant, Michigan | 

. Milady Publishing Corp. ^ 
3839 White Plains Road 
Bronx,^ New York 10^6? 

Minnesota Department of Education 
Commissioner of Vocational-Technical Education 
Capitol S^quare Building 
550 Cedar Street / . ^ 

St. Paul, Minnesota 55101 

Missouri Instructional Materials Lab 
Amon Herd, Director 
8 Industrial: Education Building 
University of Hissouri--Columbia 
Columbia, Missouri 65201 " ^ 

■Missouri State' Department of Education 
Box:^'80 Jefferson Building 
Jefferson City, Missouri 65IOI 

Modern Talking Picture Service . 
Suite ^' 

2000 L Street, Northwest 
Washington, D. C . ^ 20036 

National Association of Engine and Boat Manufactures 

Film Library 
Depa:rtment bf Creativislon,rInc. 
2.95 V/est 4t'h:^Str:eet ^ 1 • 

New York;;: New York 10014 



.■The''>Iati6hal Assoc iati'on of /Retail' Grocers 
; Suite ::620i 
^2000 Spring Road : 
Oak Brocki^.'lirinois- 6052I 

National Audiovisual; Center 
Distribution Branch - '\ ; 

Washington, D.C. 20409 

National Career Center 
Deoartmcnt. FF 
3839 White Plains Road 
Bronx, "Nev/ York 1046? 

National Career' Consultants, Inc. 
9978 Monroe Street - 
Dallas, Texas ! ; 

National Educational Media, Inc. [ 
Order Department 
15250 Ventura Blvd. 
-Sherman Oaks, California 9l40 3 

National' Laboratory for the Advancement of Education 
The" Aerospace Education Foundation 
1750 Pennsylvania Avenue, ^Northwest 
Washington, D. C.; 20006 J 

National Learnirig Corporation \ 
20 Dupont Street ' . - 

Plainview, 'New: York- II803 

The National Secretaries Association International 
2440 Pershing Road 

;...SuitB_....G:T:aX)...-..:....-....:-.;:--..,....^.^^^^ '-^~r— - 

Kansas City, Missouri . 64108 

National Tool, Die and Precision Matchine Association 
9300 Livingston Road 
V/ashington, D. C. 

National Vocational Guidance Association 
1607 New Hampshire Avenue, Northwest 
V/ashington,' D* C. 20009 

Nebraska Department of Vocational Education 
233 South 10th Street 

Lincoln^ Nebraska 68508, \ / 

Nevada State Department;^of;: Education 

Director of Vocational and' Technical Education ; 

Carson; City, Nevada 89701' ;:; ■ ■ 



New Readers -Press ■ - 

Division' of Laubach Literary, Inc 

;0. Box 131 i i 
Syracuse, New. York I32IO 

North;: Dakota State Board: for Vocational Education 
:c/o Carrol E>Burchinal, Director and Executive Officer 
State; Office- Building /"^^ 
900 'East Blvd. ] ; " 

■Bismark^ North Dakota 58501^^^ ; 

' :■ ■ • I • :..:';■ 
: Occupational Le:arning Systems 

4423 A'rden Drive 

Elmontej Calif ornia ,9173^ ^ 

Ohio State Department of Education 
Vocational Education 
65 South Front Street 

Columbus, .Ohio- 43215 

Ohio State University 

Agricultural Educational Curriculum' 

i Materials Service i 

'Room 201 " i 

i:2120 Fyffe Road , / 

ColumbAas,: Ohio 43210 ; 

Ohio state University / 
Center for yocatidnal and Technica.1 Education j 
Produ/:t Utilizati9n Section / / • 

.1960 /Kenny Road ' ; 
Columbus, Ohio 4^210 

;'; ■ ;/' ■ ; ' ,'V ■ • _ ■ 

Ohio' State University 

Distributive Edubatiorial Materials Lab 

1885 Neil Avenue' 
-115 Townsend Hail 
iiColumbus, Ohio/,43210 

'The Ohio State; University , 
vinstructional /Materials Lab 
:'1885 Neil Averiue - / 

:;Columbus, 0hi,6 43210 i 



:Ohio Trade and Industrial Education Ser^yice 
The Ohio State University 
■College of Education ;' / 
Columbus, Ohio 43210 

. ■ / 

Oklaihoma Syxate: Department of Vocational dnd Technical Ec 
Curriculum and Instruc-fcional Materials Center |l 
1515 V/est/ 6th Avenue / V ■ : 
Stillwater, Oklahorna / 74074 
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Olympus Publishing :Corp. 
Salt Lake City, Utah \ 

Opportunities; for Learning, /Inc. . : • 

: 5024 Lanker shim Blvd. - ;/ ■ 

Department \^ / / 

Nbrth:Hollywo6d, California^ 91601 

Oregon Board ; of Education / 

Division of Community Colleges and Vocational Education 
■Public Services Building/ 
Salem, Oregon '97310 / 

Pathescope Educational Films, Inc. 
71 V/eyman Avenue 



New Rochelle,; New York 
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Pennsylvania jDepartmenti of Education 
Office of Information arid Publica'tions 
"P. 0. Box 911 \ 
Harrisburg, Pennsylvania I7126 i 

Prentice-Hall Educational Book Division 
Englewpod Cliffs, New Jersey . O7632 

Research Press Company 
2612 North Mattis Avenue 
Champaign, Illinois . 61820 

Restaurant-Ho'tel Aids 
2120 Girad Avenue 
Minneapolis:', Minnesota , 55^0 5 

The Ronald ^Press Company 

79' Madison/Avenue 

New York, New York 10016 



Rutgers / / . 

Kilmer Campus — Buildang^l03 
Departmen,t /of Education 
Vocational-Technical Curriculum Lab 
New Brunswick, New Jersey 
; ■ ^ ■ / / ■ ■ ■ / 
Rutgers"/ / 
lO. Seminary Place 

Vocationai-Techpical Currictilum Lab 
New Brunswick, New Jersey / 

Sandler /Ins true tional Films, Inc. 
1001 North Poinsett ia Place 
HollyWobd, California 900^6, ■ 



Scholastic Book -Services ; ;. , 
Division/ of Scholastic Ivlagazin'e 
50 West-^^th Street 
New iYork, New York IOO36 

Scie^nce Research Assoc iates, Inc . 
i259;;East Erie Street^^ 
■Chicagov Illinois' 606II 

Sequoia School District . 

c/o Director of Vocational Education 

Redwood City, ;California 

Sheet Metal and Air Conditioning Contractors 
National Association, Inc. • 
P. 0:. Box 3506 
:V/ashington, D. C. 2000? 

a ■ ' ■ ■; 

■Simon and Schuster,, Inc. 

•630 Fif,th Avenue 

;New York, New. York 10020 

Singer Career Systems 
1828 L Stre^et, Northwest 
Suite ^02 : ' 

.Washington, D. C. 20036 

iSmall Business Administration ; 

iRoom 3930 

I26' Federal Plaza 

^NewiYork, New York -lOOO?. 

Southwestern Publishing Co. 

925 Spring Road 

Pelham Manor, New York IO8O3 

Stuart Reynolds Productions^^ ; ' ; _ ^: ; 

9^^-65^ V/iish ire Blvd.- " ■ 

Beverly Hills., California ^, - 

Subsidiary of Systems Development Corp. 
:2500/^Colorado Avenue - - 

Santa Monica, California 90^06 

Tennessee ; J . : ' 

Vocational Curriculuin Lab 
Box 111^ * ■ • 

.Kurtreesboro, : Tennessee 37130 ' ■ i, 

Texas /A^^M University ... , J 

■Agric,u.V:-i.re; Education iTeach : ; ; 

Materi'aiS Center ::.,:■■■■■■['■'.■■■■ 
: College ::statipn, Texas 77840 



;Texas Educational Agency ; . 

'Occupational Education and Technology 
.: Vocational Industrial: Education 

■ ^ Austin f TexSiS ^^^^^^ \, : , ' 

Theodore Audel and Co. 
:' Bobbs-MeEriil Co . , Ihc . 
4300 West 62nd,^^ 

Indianapolis, Indiana 46268 : • 

■■•UCLA - , ^ 

Director of Allied iHealth Prof essions Pro-^ec t 
.Division; of Vocational 
College of ^Education 
1003 Wilshire Blvd.- 
Santa Monica,, Calif orhia 90401 

■U. S. Department of. „.Health, Education and Welfare 
Gffite ,of Education 
V/ashington, D. C. ' - 

U. ,:S. Departrnent .of Labor 
Manpower Administration 
' V/ashington,, D. C;. 20210, \ 

U. S. Goyermnent; Printing: Off i 
Superintendent of Documents 
Washington^^ D. C.' 20402 ^ 

University of Illinois 
Vocational Agriculture Services 
434 Mumford Hall 
iUrbana, Illinois 6I8OI 

University of Minnesota 
College of Education- 
Minneapolis, Minnesota 

"^University of Missouri-Columbia 
Instructional Materials Laboratory 

Department of Practical Arts and Vocational-Technical Education 
Columbia, Missouri 65201 

University of South Carolina ^ 
' Project;: WERC 
;.Columbia, South Carolina 

: The' ' University of Texas at Austin s -^^. 

(Division; of Extension) . ; ';. 

Educational Department ; \. 

^Austin, Texas ■ 78712 : . : : , " 
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Virginia State" Department "of "Education /' ,' ' 

Mr. ' Harry Smith ; , / ' ' , 

Director of -Public Information and Publicat^.ons . : ; l;?:; 
P. 0. Box 6-Q / 
Richmond, Virginia 23216 

Vocational Curriculum Development and Research Center ■ 
Natchitoches, Louisiana 71^57 

Vocational Guidance Manuals 
620 South Fifth Street 
Louisville, Kentucky ^0202 

Vocational Instructional Services 
: Texas A&M University 
; College Station, Texas ' 778^0 

V/. 'B. Saunders Cjo, ^ 
218 V/est Washington Square 
Philadelphia, Pennsylvania I9IO5 j 

y/ashington: for teacher's resource publications, send 
■ ■driquiries- to:- . ■ : ; . • 

LeRoy McCartney, D irec tor ; 
Distributive and Of f ice Education r ; 
216 Old ; Capitol Building 
Olympia, V/ashington 9850^ 

V/est:Virginia» / ■ , ; 

Coordinator t)f. Curriculum Development : ; ; : i; 

Bureau of Vocational^ Technical and Adult Education : 
Room B-2^3 

/Building 6, Capitol. Complex 
Charleston, V/est Virginia 25305 

Western Tape 

P^ i:0. Box 69 ' 
Mountain View, California 9^0^2 

The,..V/estinghouse Learning Corporation 

lOO/Park^ Avenue 

NewYork, New York 10017 ; 

Wiley-Intersc ience 

P. 0. Box ^569 

Grand Central Station 

New .York, New York 10017 1 ' 

Z if f -Davis iPublish ing C 0 . 

One Park Avenue 

New York, New York IOOI6 



sources of additional resourc^Ml^^D^ 



The items listed below are general sources of information 
and instructional materials useful to the teacher-coordinator^;, 
*T1"^ companiesv educational and governmental: agencies are very .:: 
cooperative in responding .to inquiries. 



GENERAL SOURCES :FOR EDUCATORS 



Abstracts of Instructional Materials for Career Education ^ 1972, 
and Supplement to Abstracts of Instructional Materials for :/ 
Career Education , 1973 "~ ■.. V v ■ ■■ ~~ \ : , ' : ■ 

These bibliographies provides -information on ;a wide 
variety of career education and related; materials. Available 

.'from: ■'■ 



Product Utilization : ^ 
The Center for Vocational and Technical Education 
i960 Kenny Road V - 

Columbus, Ohio 43210 



Aids from the American Bankers Association 



The American Bankers Association ' - 
1120 Connecticut Avenue, Northwest 
Washine;ton, D- C . 20036 



catalog^ lists more than;; 400 banking related aids 
from the American Bankers Association. :Some of the 
are free; others are not. Most are in the form of 
but the range extends from forms to color motion 
A great deal of the material listed'has:direct 
application to work experience programs, 
indexed to help in the rapid location of 



The 

available 
materials 
bookle trr, * 
pictures 



The material 
information. 
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Association for Supervision: and Curriculum Development 
National Education Association i 



1201 Sixteenth; 
V/ashington, D. 



Street, Northwest 

C: 20036^ 



\ The^ asi=5oc iation provides information on recently developed 
curriculum materials. 
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Educators Guide to Free Films / 
Marj^ Horkheimer and John Dittpn;^;, ;; 

^ : Educators^: P 

Randolph, Wisconsin 53956 ; 

The: Guide to Free Films : is a comprehensive listing of 
films on a wide variety of topics; of interest to students.' 
Entries are indexed by title and subject for easy location. 



Encyclopedia of Associations 
Sale I Research Company : 

This publication provides : a comprehensive listing iof 
associations, many of which will supply usef ul instructional ^ ' 
material and answer requests on specific topics. 

The Vocational- tTeqhhical Library Collection 

^ ^ Bro-Dart Publishing Company . 
Williamsport, Pennsylvania 

This collection is a very comprehensive listing of 
source material relating to vocational and technical education 
V and career education. - , 

. Catalog of Business and Vocational Education Materials 

Thompson-Mitchell and Associates 
2996 Grandview Avenue,: Northeast 
Roberts Building 

Atlanta, Georgia 30305: :^ 

' Thds catalog provides a; listing of commercial films, 
: tapes and audio visual equipment. 

■ ■ Superintendent of Documents 

U. S,. government Printing Office 

. ' GPO Has a comprehensive collection of publications use.ful :: 

I to the teacher-coordinator. New titles are announced^:;t^ 

a bi-monthly flyer entitled "Selected U. S. Government 'Publica- 
' i /: tions." Subscription to the flyer is free_i^^ 
: additi~on"i'"'"topTca^^^^^^ 



ERLC 



C QMMERC I AL ORGANIZATIONS 



The organizations and companies listed below are sources 
of a variety of educational aids. A catalog of instructional : 
' materials cant be obtained by writing directly to the 
■■organization.^;;' 

American Arbitration Association 
Education Department 

^77; Madison Avenue ■ 
New York; New -York 10017 

American Broadcasting Co. TV 
1330 Avenue of the Americas 

New York, New York 10019 , ; ' 

AFL-CIO Film Division 

8I5 Sixteenth Street, Northwest 

V/ashington, D. C. 20006 

American Forest Products Industries, Inc. 
1316 *N; Street, Northwest 
Washington, D . C . 20008 

A ircb Chemicals and Plastics . " , 

150. East^2nd ^Street 
New -York, New: York 10017 

American Economic Foundation , 
51 East 42nd Streets ' -^^ 
New York, New York 10017 

Aluminum Company of America 
Motion Picture Section 
r50r Alcoa Building ; 
Pittsburgh, Pennsylvania 15219 

American Management Assoc iation, Inc . 
Film Department ^ / 
135 V/est 50th Street 
New York, New York 10020 

American Iron and Steel Institute 
150 East ^2nd Street 
New York, New York 10017 

Ame,rican-..-Patrole-um.-^ : r--- :-.rr 

Committee oh Public Affairs ,; - .i: 

1271 Avenue of the Americas ' 
New York, New York 10020 , 
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American ^ Society for Metals 
Metals: Park, Ohio M^073 . 



American Can Com|3any: ■ 
100 Park Avenue ■ ■ 
New York, New York lOOl? . 

Automobile Manufactures Association 

New Center Building 
Detroit 2, Michigan^ ^ < 

Association of American Railroads' 
Transportation Building 
Washington 6, D. C. 

American Society of Tools and Manufacturing Engineers 
Publication Sales Department B-1 
20 5G1 Ford Road 
Dearborn, Michigan 48l2ti 

Boeing Company 
iAttentionx: Film Editor 
News Bureau 

M. S. 16-^1 ^ „ 

■ Seattle, V/ashingtoh 98-'-'^^ 

Briggs&Stratton Corporation 

2711 North 13th Stree^„ ; ^ 

Milwaukee, Wisconsin' 5^*^01 / 

Chamber, of C ommerce , ^ • ,. 
::Audio-Visual Department 

1615 H Street, Northwest 

Washington, D. C. 20006 

Coca-Cola. Boftling Company 
515 Madison Avenue 

New York, /New York ^10022 .. 

The 'C ommiss i'bn' ■ on Enginee r ing Educ at i on 
1501 New Hampshire i Avenue, Northwest 

Washington, D. ;C:. 200 3° 

Chrysler Corporation 
341 Massachusetts Avenue ■■ 

Detroit, Michigan /f8231 

Eastman Kodak Company ^ . 
Tnf ojrmation_Fi_lms^ Divi^^^^^ , 

" ^ii-/' State S fre e't ' " ------- • - - 

Rochester, New YorK 10033 
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: Douglas Aircraft Company 
Film and Television Communications 
3000 Ocean Park Blvd. 
Santa;, Monica, Calif ornia 90^06 

D. I. :,Dupont De Nemours (Sc Co. 
Advertising Department 
Motion Picture -Distributor 
1907 Market Street : : 
■Wilmington, Delaware I9898 

.Encyclopedia Britannica | 
/Educational Corp. 
1150 V/ilmette Avenue 
V/ilmette,, Illinois 60091 

. Federal Aviation Administration 
Film Library, PT-92r, ' 
Aeronautical, Center 
P. 0. Box 25082 
Oklahoma City, Oklahoma 73125 

General Aniline and Film Corp. 
Photo Education Services 
1^0 West 51st Street 
New;York, New York 10020 

• Firestone' Tire and Rubber Co. > The 
Department of Public Relations 
1200- Firestone: Parkway 
Akron, Ohio 44317 

;Ford Motor Company . ■ - 
Motion Picture Department : 
- The American Road . 
Dearborn, Michigan ,48120 : 

,General Motors Corporation^' 
Public Relations 
Film Library , - ; 
Detroit, Michigan 48202 

Ford Service; Publications ; 

P. 0. Box 7750 . ^ : . 

Detroit, Michigan , i : : 

\Goodyear; Tire and Rubber ; 1; ; 
^udio Visual Department ^ 
1144 East Market Street ' v : ' 

. A^^-r 0 n-p^. 0 h-io -44316-.-=---^-^-- - ,^„^^.,,^,,,.,^,., 

Jam Handy Organization 

2821 East" Grand Blvd. ' \ : : 

Detroit, Michigan 48211^ ! - 
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Hughes Aircraft Company - 
Mr. K. G. Brown ; 

Public Relations,; and Advertising 
Building 114 
Mail Station 13 

P. a.. Box 90515 

Los Angeles, California 90009 

International Harvester Company 
4101 North Michigan Avenue - 
Chicago, Illinois^ 60611 

, Kaiser Aluminum and Chemical Corp.; 

Kaiser Center . 

300 Lakeside Drive 
: Oakland, California 94604 

Litton Industries 

Broadcast/Motion Picture Services Department 
9370 Santa Monica i 
Beverly Hills, California 90213 

West,Coast Lumberman's Association 
1410 Southwest Morrison > 
Portland, Oregon 9.7200 

Masonite Corporation 
Public Relations Department ^ 
Chicago, Illinois 60690 - > 

Monarch' Mac hine^,Tool Company 
Advertising -Manager / 
Sidney,' Ohio 453o5 

National Society for the Prevenibipn of Blindne 
16 East 40th Street . . , 

New York* New York 10016 

National Association of : 'Manufacturers ; , ' 
2 East 48th Street * ^ 

New York, 17* New, York 

'National A^eronautics and' Space Administration 
NASA" Lewi^ Research Center 
Office of Educational Services 
21000 Brookpark Road ^ 
Cleveland,' Ohio A4135. . , 

National Cotton' Council of America ; 
J^ud4ojJ^xsual,,_Se.rvxc 
P. 0. Box 12285 
Memphis, Tennessee 38II2 



: National Education Assoc iation 

■ 1201 iSixteenth Street, Northwest 
; V/ashington, D. C. 20036 

Norton Company 
•Advertising Department 
V/orc ester,. Massachusetts OI606 

I Pratt and Whitney Aircraft 
^::^00: Main Street 
i-EastvHartf O6IO8 

■ Roc kwell Manuf ac turing C ompany 
M-lZ East . N^rth Lexington Avenue 

/Pittsburg, Pennsylvania: 152O8 

Republic Steel Corporation 
1013 Midland Building 
Cleveland, Ohio: ^^101 ^ 

■;, Raytheon C ompany 

Mr^ Martin B.Curran, Manager 
''Cprporate and Government Advertising 

121 Spring Street . ^ 

Lexington, Massachusetts' 

Steel Founder * s Soc iety of America 
21010 Center Ridge Road 
Rocky River, Ohio ^^116 

Sikorsky Aircraft 

■Division of United Aircraft Corporation 
Public Relations: Department 
Stratford, i Connecticut 06497 : 

■ , . j 
Simonds^Saw and Steel Company 
4?p .Main Street , *: " - > 

Fi to hburg, Massachusetts 

Stanley Tools ' :. 
'600 Myrtle .Street 
New Britain, Connecticut O6050 

South Bend Lathe, Inc. 
. 425; East Madisorf^Street 
South Bend, Indiana 46622 : 

Shell Oil Company, r : > 

50 V/est 50th Street , 
New York, New York 10020 



The Society of the P;Lastics Industry, I 
250 Park Avenue 

New York, New York 1001? ; '^.''r ■::y,j\':r-y 
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■ Sunoco ■ . ■■ 
"Sun^Oil-^dompany 
1608 V/alnUt"'S-tr,eet 

^Philadelphia, Pennsylvania I9IO3 

Standard 'Oil of California , 
i Public Relations Departrrient ^ 
: ;: 225 Biish^^^ r 
; San; Franc;isco, Calif ornia 9^20 .^ ^, 

Stuart; Reynolds Productions 
195 South Beyerly Drive ■ 
■Beverly Hillsr California 

;.'^31^ '';C6mpany::;;^ ^i ■ 
■ ' Visual Products 
: ;2501 Hudson Road 
:',St.;ivi^ 

■ United A i^^ .1 
..: Attentionr^v: M Villers ' 

i; Public :' Relations Department ; 
East.lHartf.ord , C onnec ticut 

• United; StMe^ 
Chicago Fi^m Distribution Center 

.20a South La: Salle Street ; 
iChicago^ Illinois 60690 ; 

^ United: Steel Workers of :America 
1500: Commonwealth :3uilding ' 
'Pittsburg 22, Pennsylvania 

Uriiroyal, vli^c . ^ 
/Public Relations Department , 
1230 Avenue of the Americas - 
New York,; New York 10020; 

■ United States Borax and- Chemical Corporation 
: 2075 Wilshire Blvd.- ; - 

I/os:' Angeles, California 90005 

U.S."' Plywood Corporation: ; 
Sales Promotion Department 
777 ThirdAvenue : i 
New -York, New York 10017 - 

Caterpiiiar Tractor Company : . 
600 West Washington Street 

Peoxia, .„Illin.oi.sJ^-6lj52i„^_^^ -^rrrr^... 
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: insurance: COMPANIES : 

The insurance companies; listed below have available, / 
materials useful in dealing with a variety of topics pertinent 
to the interests of cooperative' work experience students. / 



Aetna Life and Casualty ; / 
Public Relations; and Advertising Department / 
1:51 Farmington Avenue / 
■ Harttord, Connecticut / 

■, ,. V ■ ■ ■ ■ ■ ' ■ ... ■ ■ ■, / : 

Equitable Life Assurance^^^^^^C of the United States 

1285 Avenue of the Americas 

,;New;5(rorkv;:New York^,^ 

: John : Haric pc k Mut ual Li f e " Ins uranc e C ompany 

200 Bende^^^^^^^ 

Boston, 'Massachuseti:s 02117 ; : 

Metropolitan Life Insuranc e C omipany 
Madison Avenue 
;'New;,Yo,rk^ New York lOOlO . 

New York Life Insurance Company 
51 Madison- Avenue : . 
New York, New York 10010 

Prudential. Insurance. Company of America 
Education Department 
Box 36, Prudential' Plaza, 
Newark, New Jersey 07101. 

Sun. Life Insurance Company of America 
i.One North LaSalle Street 
Chica^jo, .Illinois 60602 - 



GUIDANCE INFORMATION 



V The references .listed below- are good sources of guidance 
■information. " A periodic check with the. agency will usually ; 
produce worthwhile results. 

Vocational rGuidanc e Quarte rly 

National Vocational Guidance Association ^ 

'Washington; '"DV*""^ " ' " " ' 
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Career Re'source Bibliography^ and Infbrnlat ion / /j / 
National ;€areer Information/Center j I ./ '/ 

1605 New/Hampshire Avenue^ /Northwest / / / 
Washington-,: dV c. 20009 A / / /■ A 

Ameri/can' Guidance S'ervic^e; / 'f / / / 

•Publd she rs Building- ,. . //// / . . /. ■ j / / / / 
Circle Pines, Minnesota/ 5501^ / / , 1/ I /. // 

American Personnel' and' Guidance/ Assoc/iat'ion 
1605 New Hampshire Avenue, Northwest r 
Washington,/ D. C. '20p09;f ' ' ' 



Occupational Outlook S'e^rvice / ./ / 
-Bureau of Labor Statistics / / 

U. , S. Department^' of ta'l^^ 1 /' 
'Washington, D.:,C. ; 2022/2/, ■ / / 

. U«,'S.: Government Eilm/ Service / : / / /r /.:'/... 

■ U. S.:^ Office/' of Educa'tion^^ . ■ '■!/.,■ ■ / ^ ■'■■/■-■■.'/ ' 
iDu. Art : Film< Laboratories .-^^ '' /^^ ■ -/ /; ' ■ - 

2^5 West 55th Street' '/ / ,* , ' - " . 

New York,' New York 10019/ ' ' / 

■ ■■■ .;. V , /. • . ■ . / ■ / ^'/; I . -/ . /. ■ . ' . / ,■ ■■' . : ■ ■ . . . - .i 

■C areer Inf ormationr. / .Ai^-Directory ' of free Materials -for 

■ Counselors and Teachers ' / - / ' / 
Sextant Systems, Ifjic •/,'■,. . . , ' , ' 
Milwaukee, Wisconsin' v ; / ' ,y / 

' ' \/ I i ' ' ' /' • - 
/ * ' ' ' / 

U. S. department/of LABOR ^PUBLICATIONS / 

/ 1 ^ ' " ^' • ' 

r ' -v= A variety of 'source material 'can' be obtained; from the - v; 

Department/of Labors by sending directly to the V/ashingtori, D^C 

off ice or/to the .Region III office', U. S. ^Department of Labor, 

P. 10. Bo^ 13309, Philadelphia, Pen ' Th^: V ; 

sources are organized below acc^ording to the issuing sub-/ • ; 

division within 'the Department of Labor. . , ■ * ' : - 

Bureau 'of Labor. Statistics ^ ; . - ^ ^ : / 
Washington,,, D. . C. « 20212 " ^ ' • 

■ ^Publications, of the- Bureau of Labor Statistics ■ 

, A Counselor*>s Guide 'to Manpower /Information,:. An Annotated v 
Biblib^raphy : of Government Publication s: 

Occupational Outiook^f Handbook " /" ^ ' . \ 

Jobs f or-^^the^ 70 Vs . . \ ' - . • . . . ' 

Monthly Labor Review ^ - ' ' ^ . 

•' ' . , 21..i " ' 



Occupational Outlook Quarterly 



Manor Program/ 197^ 

Manpower Administration 

Washington, D. -C. 20210 , ; 

> : Index to Publications of the Manpower Administrg^tion , 

January 1969 through June 197^ ■ 

/, Dictionary of' Occupational Titles 

/ 'i Manpower Magjazine • 

/ V ■ ■ . Manpo we r Report of the Pre s ide n t : : W'^ 

■ Occupational Briiefs Guide for Yoiing V/orkers : 
^ Job Guide for Young; Workers 

Women' s Bureau ' 
■ Washington, D.- C. 20212 : - , 

. Handbook of Women Workers ' 

Job Finding Techniques for Mature Women 



;/ EDUCATIONAL RESOURCE INFORMATIOl^ CENTE R (ERIC ) : . ' / 

The;;Educational Resources: Informa-tion i^C designed 
to provide educators access ,to* eduq'atipnal , literature which is 
not generally a-vailable. A^'ne twork of ■ clearinghouses, each !; 
; \, / having an area of spec ialization, , was established to acquire,' 'fi 
: : :u s,elec t and process dpcuments» .: Each^^ s ialized data center i,: 

^.^.p;ublishes indexes ing processed documents^vand provides' 

;, V;/':\Nc^paes.-;of;;; those „ \. ''':-y, ' 

The ERIC; 'System annourices the ;documentsi processed vby its : 
: Clearinghouses through „two publicationsi . RIE:;'( Research/in 
. Education) lor research reports a^^^ and 
/ CUE (Curren-t Index to Journals in ■ Education) ' for artoxles^^^^^ 
periodicals.'" i y</:^;-,^ ^ • ■..ol:;; :r 



The clearinghouse if or vocational education^4^ the 
Center^ for Vocational and Technical:: Education (C;VTE)^^^^^a The 



development activities : in vocational- technical and career 
^- education, GVTE publishes two 'quarterly indexes of documents 

, containing information\relevant to career and yocational- 

:-technical':,ed'ucationi;' ^ ' ' ^\<^ -r--r- 



ERIC 



■■■■ 



\ ; . : ■ 
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. Abstracts of Irist/ructional Materials: in Vocational and . 

Education (AIM) . ~ ^ T" • / ' 

■ / ^ ^ /' / - 
I This inaex lists a wide variety of instructional materials 

of use in cooperative work experience programs* / 

. Abstracts of Research Materials in Vocational and Technical 
' • Ed.gcation (/ARM) ■ ~ 

/ ■ ■/■ ■ ■ /■■■/V . ■■■■ 

/ This index lists and abstracts research and related 
materials/ in the vocational/ and,; technical ' education field* 

/ ' ; Th^e Center*.' also issu'es an annual index to, AIM and ARM* 
^ /: In addition, Centergram is/periodically^; rele^seid, and reviews 
. / topical/ pu]blications. The Center i is also /heipf ul in answering 

■ '/■y^/,'.;; diixe.c'y; inquiries. '.on, speaiflCy/topic;sV,. . y/.^ . \ •■•i-^', ■ 

\ ^ / The^jother clearinghouses in|the7ERlC system process 
/ / ; broad ranging materials /of /use to ^ A 

lisV ofV'the clearinghouses in the ERIC 'system Is given belowi 



■a 

i 

'/ , // / ■ ■ / / ERIC ' Clear ingho.uses 

^''7 ■ /■ 77/7 7 ,,,,, , 

. / / ERIp Clearinghouse /on M Education ' ■> :,\ ' / 
'/ySyx^a^use UniVer^sity. / / 
, . /'ibV Ron W; Lane : / r'^ / ' y , 

' / Syracuse, New York 13210 - ^ . / / / 

^ ' Telephone I ( 315)/ .^76^55^1 e^t/ - ' - 



/ .ERIc/ciearinghc/use /pri^^ Persoiihel/ Services 

7 SchGM0l .:of Eduaation 'Building// ' / / ■ . ' / 7/ / " 
7 -Rocm- 210,8-./^7 '■■T:V-n\ . ;7 •/ ^//^ ■ '/' 7/ /■ ^ /' // / " 7 ' 
East University and /Sduth vUhiyersity -Streets/ 



/!' Ann Arbor, Michigan 48104 

Telephone i7X3l3).:7764-/9^92'.: . . 



/ 

^ , ^ERIC ^Clear^'lnghouse on tHe Di'sadv^antaged 
// ' Inf ormat;L6n Retrievajl G^^ on /the D,isady,antaged 

// . / Teachersycbll!ege/u ;/ /■ . /,// / ^ /, 
'/ -■-■' . ■Columbi4/ University/ // / 
y ' Box 4o/ / /// / 

,/. 1258 Amsterdam Avenue / 



1258 Amsterdam Ave^xu ^ , 

New .. York, . New York//io027 .• ■ / / y / ^ 7/ 
Telephone! (212). aj70;-4808^ / / / / 



/ :■ r ERIC 'Clearinghoja-S'feyybn^^^E^^ Education 

_^ L e ol 1 e gevlof. . .Ed.uda t i.bn l^Si^^,,^,^ [.:^.L^: ./^X-------'-- '-- 

/ ^ //',Univer,si,ty of /Illinois , /' ' ^7' 7. / / / ' ^ / , 

; vi.805 V/e^st-'Tenn'si/'iyaiiia Avenue/'' / : ■•// ' ' ' " ' ^ 

' ^. ^'/^ Urbaha, ' Illinois// ^18 01 '/ ' : /;/ 



Tel,ephbnei 

'/ ^//'//////yy ■77/ '; - 2/c 

J. 7 7;^/;:7.' / 



// 
// 
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ERIC Clearinghouse on Educational ; Management 
University of Oregon 
Eugene, Oregon 97^03 ; 
Telephones (503) 686-5043 

ERIC Clearinghouse on Educational Media and Technology 
Center for Research and Development in Teaching 
School of Education - 
Stanford University 
Stanford, California 94305 " 
Telephonei ('^15) J21-23p0 ext. 33^5 

ERIC' Clearinghouse on Exceptional Children • ! 
CEC Informatidn Center ;0n Exceptional Children 
1411/ South Jefferson Davis Highway . 
Jefferson Plaza No. 1. 

.■.Suite;:;9.00;"-. ,;; : ;V .. 7 ■ 

-Arlington, Virginia 22202 : ^ 

Talephonet (703) 521-'8820 '> 

^ ERIC Clearinghouse on Higher Education . ■ 
:The George Washington University 
One Dupont Circle .\ 
'/Suite '630: 

/Washing:bon, D, C. 20036 ' 
Telephoner (202) 296-2597 . 

ERIC Clearinghouse for Junior Colleges 
Room 96 

Powell Library 
University of California 

405 Hilgard Avenue ■>:^ • - 

Los Angeles, ■ Calif ornia 9P024 
Telephone! ( 213) 825-3931 

ERIC Clearinghouse on Languages and Linguistics 
Modern-' Language Assoc iation of , America ' / 

.62 Fifth Avenue V 
New York, New York 10011 i - 
Telephone? (212) 691-3200 

ERIC. Clearinghouse on Library and information Sciences 
American Society for ""Information Science 
1140 Connecticut Avenue, Northwest 
Suite 804" . - 

Washington, D. Q. 20036 . < - : 

Telephone: (202) 659-3778 

ERIC Processing and Reference Fae ility 

A6.3-3^R,ug.by_„Av_an : ^^..-^ ^^^^.^.^..j^ 

Be thesd a," 'Maryland 20014 ' , 

Telephone:' (30I) 656-9723 ^ - 

This 'functions as a central document reproduction sec tion 
for all ERIC Clearinghouses* 
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ERIC Clearinghouse for Reading and Communication Skills 
National Council of Teachers of English 
1111 Kenyon Road 
Urbana, Illinois 6I8OI 
Telephones (21?) 328-3870 

ERIC Clearinghouse on Rural Education and : Small Schools 
Box 3AP ■ 
New.TvIexico State University 
Las Cruces, • New Mexico 8800 3 ■ 
Telephone: (505) '646-2623 

ERIC' Clearinghouse,, on Science, ; Mathematics and Environmental 

' Education 
The'Ohio. State University 
1^60 West Lane Avenue, 2nd Floor ; : ' 
Columbus, Ohio ^3221 
Telephone: (6l4) 422-671? 

ERIC Clearinghouse ; for Social Studies/Social Science Educati 
855 Broadway • * , 

Boulder, Colorado ,80302 " . 
Telephone: (303) 4^3-1383 ext. 843^ 

ERICr Clearinghouse on. Teacher Educa 
One ■ Dupbht" Circle , 

Suite- 6l6- .. . , . ■ f'. 

Washington, D. G. 20036 . 

Telephone: ( 202) '293-7280 . "i / 

ERIC Clearinghouse on Tests, Measurement, and Evaluation 
Educational; Testing Service 

Princeton, New Jersey 085^0 ; ! 
Telephone: '(609) 921-9000 ext. 269I 

ERIC Clearinghouse on Vocational and Technical Education 
The Ohio; State' University .: : . 

i960 Kenny Road- - - ^ ' ! 

•Columbus, Ohio 43210 

Telephone: ,(6l4) ^86-3655 . , 



S TATE CURRICULUM CENTERS , ' 

The seven state curriculum centers: listed below are a ' 
source ■ of information and instructional materials. These 
centers .serve i a regional: clearinghouse. r . 

Calif ornia _Stat' Jepartment of ..Education.. . ^ ' .^^.1^. ^^^^^ 

Sacramento, Calif ornia. 95814 ' : , 

Serves: Arizona, California, Hawaii, Nevada, ^Utah . 



Division of Vocational and Technical Education . 
Board .of Vocational Education and^ Rehabilitation ; 
1035 Outer Park Drive \ 
Springfield, Illinois 62706 

Serves: Illinois,; Indiana, Iowa, Minnesota, Michigan, Wisconsin 
^Instructional: Materials Laboratory 

.University of iKentucky . ■ ' i ^ . 

■ -Research^^Fouhdation' ' ■ ■^■■^^^ v;v::.. v 

Lexington,' Kentucky ^0506 

Servesx Kentucky, Ohi 0, ■ -Tennessee , Virginia^ V/est Virginia, , - - 
■ V/ashington, D. C. 

-Mississippi State University i 

State Colie5:e, MS 39762' 
; Servesx Alabama, Florida, Georgia,, Louisiana, Mississippi, ;;: 
1 North Carolina, South Carolina 

New- Jersey Department of Education ; ■ : 

■Division o^ Vocational Education \ 
,225 V/est State Street ' \ • , 

Trenton, New Jersey 08625' 1 
Serves: Connecticut; Delaware , i Maine / Maryland , Massachusetts, 
■ ; ; > New Hampshire , ; Nev/ Jersey New York, : Pennsylvania, , > ; v 
Rhode Island, Vermont - 1 

State Department; of Vocational, and Technical Educationb^;^ - ^^^^ 
1515 V/est Sixth Avenue^, 
Stillwater, Oklahoma l!\07^ 

Serves J Arkansas, Colorado, Kansas, Mis sour i, v Nebraska, ; ; ; 

; ::J :;; k: New Mexic Texas 

V/ashington State C oordinatifig Council; for: Cocupational Education 

216 Old Capitol Building?; ' l' , ' 

Olympia, V/ashington 9850^ m " . : , ^ 'i 

Servesx iAlas^ka, Idaho, Montana, Oregon, : V/ashington, V/yoming 



